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NOTICES
CENTHAL INTELLIGENCE AGENCY

1950

Recission of CIA Notices

Amendment to Civil Service Retirement System
Community Chest Pederation Campaign Returns
Voluntary Contributions

1950 Census, Security Aspects of

Presentation of Awards for Employee Suggestions
Formation of a Naval Reserve Unit

Wiriting of Dates within CIA

Formation of a Naval Reserve Unit - Activation Date
Notary Public Service

Application for War Prisoner and Internee Benefits
CIA Seal

ledical Care of Military Personnel and Their Dependents
Chest X-Ray Survey

Emergency Medical Treatment

Visiting Nurse Service

Agency Credit Reference

Leave on Good Friday

Shuttle Service

Attendance of CIA Employees at the Ceremonies in Tribute to
Gabriel Gonzalez Videla, President of Chile.

Records Inventory

Budget Estimates, Fiscal Year 1952
Annual Leave Rescinded 5 October 1950 by [N 25X1A

Requests for Procurement Action by Supply Branch,
Involving Appropriations Expiring 30 June 1950

Observance of Flag Day

Use of Ball Point Pens for Official Business
Recission of Paragraph 21 of the ‘Security Regulations, dated August 1947

Operating Procedure for "I and "Q" Buildings Office Supply Stock Rooms

List of Approved CIA Forms - Kseciuoldl /0///50
Employment Outside of CIA .
Records, Disposition and Microfilmmg of §
proEeabFarRaimlomwwﬂmﬁiﬁsaﬁﬁaéeoonsRoomom100057 » =5

Status of CIA D;nplovees Eligible for M:Lla.tary Serv:Lce ’
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25X1A

NOTICES
CENTRAL INTELLIGENCE AGENCY N,

25X1A 1950

Shuttle Service ARE
13
liplitary or Draft Status of Employees §

After Hour and Week Ind Security Service A

Meetings, Army Reserve Unit, CIA

Executive Order No. 10157

Admittance and Escorting of Visitors to CIA Buildings
Distribution of Agency Regulations

Car Pool

Annual Leave

Settlement of Accounts of Deceased Employees
Community Fund Drive

Iist of Approved CIA Forms

Announcement of Appointments, Office of Operations
Terminology fbr CIA-Produced Reports and Estimates

Shuttle Service

CIA Duty Officers (RESCINDED by G.0. 4O dated L Ja . 1951)

Discount Purchase Plan

Christmas and New Year's Holidays
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CENTRAL INTTLLIGRNCE AGENCY
tiashington, D, C,
OTICE 15 Decerber 1950
25X1A -
: SULLICT:  Christmas and New Year's Holidays,
1., Attention is invited to extract {ronm paragraph 13, lLdministrative
25X1A Instruction I quotcd below:

"18.  Holidays

"b, (1) The following davs are established by law as Legal
Holicays: .

1 January ~ lew Year's Day
LRI R RS
25 December ~ Christmas"

2. Duty requirements for activities of CIA on the above holidays
will be the same as normal funday reguirements,

FOR THE DIRECTOR OF CRWTRAL TITYLLICTHCE:

25X1A

MURRAY 1icCOHNEL
Deputy Director
for Administration

S\

\

\

DISTRIDUTION: 3 Wi
. P 25X1A

S
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CHNTRAL INTELLIGENCE AGENCY
Washingbon, D, C,

NOTICH 12 December 1950

25X1A

SUBJECT: Discount Purchase Plan

1. A discount purchase plan has recently been made available to
employees of the Agency., This plan provides for the purchase of many
items at substantial savings through the fzcilities of the Federal Buyers
Association, Larger items not stocked by this association may be obtained
on special order, All transactions are on a cash basis,

2. One dollar membership cards good for one year are available
through the Personnel Helations Branch, Room 10k, Horth Building, Extension
21hh,

3. Then moking burchases, it is unnecessary for any individual to
identify himself as an employee of CIA to personnel of the Federal Buyers
Association or its outlet, the Southern Silver Company, Inc,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

MURRAY McCONNE,
Deputy Director
for Administration

Ut

Distribution: No,

" . .Approved For Release 2001IO37,30:CIA-RD‘P81-00728R(‘)0010"Q110»(.)_05-7,



Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7

FBA
Discount List

Arrangements have been made with firms listed below
to grant discounts upon presentation of your Federal
Buyers Association membership card. Additions will be
forwarded to members from time Lo time.

Dry Cleaning (20%—cash-and-carry)
Lane Cleancrs
2136 Penusylvania Ave., N. W.

Flowers (10%)
Bouquet Shop
732 17th Street, N. W.
DIstrict 6525

Gusoline (2¢ gal.) 0il (5¢ ql‘.}
Strosnider’s Esso Servicenter

2118 K Sireet, N. W.

Hardware & Paint (10%, $5 or more)
Circle Paint & Hardware Co.
2124 Pennsylvania Ave., N. W.

Liquors (Wholesale plus $1 a case)
Colonial Liquor Shoppe
1903 M Street, N. W.

(frec parking)

Optician (10%)
Joseph R. Harrison
1202 18th Street, N. W.

i Phonograph Records (10%)
f Gordon’s Radio & Televsion Shop
- 1716 Pennsylvania Ave., N. W,

All other merchandise and services may be found in
the store or obtained through special order.

(Over)

t
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Incidentally .. ...

Plenty of Television is currently available; some pur-

chased before the new tax was in effect.

Rugs, Furniture and Drapery and Uplolstery Fabrics

are now to be had at greater savings than cver before.
Sterling Silver Flatware must be ordered immediately
for Christmas delivery. Most everything should be or-

dered early.

Furs, Diamonds and Fine Jewelry are available at

tremendous savings.

.. and, we expect to acquire
a T'0Y STORE soon!

- Approved For Reiease 2001/03/30 : CIA-RDP81-00728R000100110005-7
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e RESTRICTED

CENTRAL INTLLLIGENCE AGANCY
Washington, D.C.

NCTICE 29 Nevember 1950
25X1A

SURJECT: CIA Duty Officers. A e ‘

" ILLEGIB

25X1A 1. So much of Administrative Instruction | IIEIEzGzGzg " v ——

1 July 1949, subject as above, as_ ig in conflict with this Notice - Lo {

is rescinded. \ i N '

' p—

2. Duty officers formerly located in the M Building are
now located in the South Building. The telephone numbers remain
the same - as follows:

a. EXecutive 0983, for calls not routed through the
CIA switchboard,

b. EXtension 2857, for cualls routed through the CIA
switchboard,

FOR TH: DIRLCTOR CF CENTRAL INTBLLIGENCL:

25X1A

FURRAY [cCONN&L !
Executive

DISTRIFUTION #3,

e —

RESTHICTED
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b PRESIRICTID

a8 T

CUNTRAL INTELLIGLICE AGENCY
Tashineton, D. G,

25X1A
2l Uctober 1950

b

3JECT:  Terminology for CLA-Produced Reports and Estimates

1. Effoctive immediately, identifying terminology on CIA-produced Re~
ports and Estimates will be determined as indicated helow:

a. The primary identification in each case will be "CIAM.

. . me s . X Vi
b, The secondery identification in each case will be the 2,5)!(‘1:A
identifying initials of the orpgenizational element of CIA pri- e

warily responsible for the content; for example ~-—
5 it 5

/.
(1) Office of Leports and Dstimates -- "REM, A TN
(2) Office of Scientific Intelligence —— "SIM, - kS

c. Identifying nuiber and year -- "10-50"

2. To illustrate the above, o raport prepared by Reports snd Estimates
as the tenth in & series during the year 1950 will carry the following iden-
tification: "CIA/RE-10-50M. - :

3, Teferences to renorts alrveady produced using the method of identi-
fication in effect previous to thz receipt of this notice will be trons-
lated into the terminology prescribed above and followed by a parenthetical
raference o the old terminology for identificztion purposes; for erample—-—
ORE=25-50 will be referved to as "CIL/IE-25-50 (OlUi-25-50)",

L. To %the extent appropriate, the above instructions will be applied

wi

to intelligence material produced by CIA activities other than R and SI, i

i YOI THE DIRECTOR OF CENTRAL INTPLLIGENCE: 25X1A

MURRAY McCONNEL
DISTRIBUTION: 2 ' Executive




25X1A
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E

RESTRICIED

FUNCTIONAL INDEX FOR CIA' FORMS .

1 e e 4y

- SUBJECT ™ e PAGE NUMBER”
Accounting, Accounts and Audits 1
Action . 1
Allotments and Allocations 1
Applicants, Applications, Appointments, Personnel .

and Personal Data 2
Approvals 3
Atterdance and Leave 3
Charge-Out and Filing Devices 3
Check Sheets 3
Clearances 3
Coding 3
Contact, Liaison and Tnterview L
Contracts and Agreements L
Control and Follow-Ups 5
Pamage, Destruction, Salvage and Loss 6
Distribution, Delivery and Disposition 6
Bxaminations and Tests 6
File Slips T
Indebtedness 7
Information Requests Reports and Records 7
Instructions : 9
Inventories 9
Letterheads Q
Logs and Registers 9
Mail, Courier and Messenger 10
Medical 10
Obligations 10
Orders 11
Passes, Pase and Admission Records 11
Poy Roll and Time Records 11
Production 12
Purchase 12
Receipts and Receiving 12
Recruitment 12
Reference Index 12
Reports and Statements 13
Requirements 1k
Requisitions and Requests 14
Rosters and Strength Reports 15
Routing, Signature and Memo Sheets and Slips 15
Schedules 15
Status 15
Surveys . Studies, Investigations and Inspections 16
Telecommunications 15
Training 18
Transfers 18

-1-
RESTRICTED ..
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FUNCTIONAL INDEX FOR CIA FORMS'

SUBJECT ‘ PAGE NUMBER

Transmittals 18
Iravel, Trancportation and Shipping 18
Vouchers 19
Work Sheets, Charts and Graphs ‘ 19

|

|

!

|

| wer

‘g RESTRICTED -

|
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T~ RESIRICTED “
TANDARD FORMS STOCKED IN CIA
HORM NO. TITLE
HSPL Printing and Binding Requiuition
s Lease
Si3a Continuation Sheet for Schedule of Obligations
gk Telegram (7"x8")
Srh Pelegram (&€"x10%")
Sr1Y9 Bond of Indemnity
sre2 Instiuctions to Bidders
hia s Contract - Construciion
ales Performance Bond
ar2Yse Payment. Bond
SFEG Driver 's Report - Accident
SF20 Award - Supply Contract
sF27 Invesiigation Officor's Report - Accident
Rauels) Claim for Damages - Accident Motor Transpurtation
SE30 Invication and Bid - Supply Contract
BHICA Contracl - Supplies .
SpR2 General Provisions - Supply Contract ‘
855373 Invitation, Bid and Acceptance
5133 Invitatilon, Bid and Award - Supply Contract
SK36 Continuaiion Sheet fur SP31 or nF33
SF39 Request fur Certification
3rho Contracv for Telephone Service
S50 Changes in Qivilian Personnel
S50 Notificaticn of Personnel Action
3151 Report of Efficiency Rating
TArS2 List of Bfficiency Ratingu
SwsT Application for lederal Imployment
aFs8 Continuation Sheetr for apy7
S50 Application for Federal Employment !Short Form)
arsl Oath of Office, Affidavit
Y] Inguiry Kegarding Status, Veteran Preference, and/or Service
O Notice of Off'icial Efficiency Rating
oy Application For Leave
575 Posiiion Description : y
8T 5a, (Guide to Position Classifiers, Employers, Supervisors for the
Preparaticn of Position Descriptions
8r78 Certificale of Medical Examination
S5FES Report of Medical Examination
189 Report of Medical History
2102 Application for kefund of Retirement Deductions
erlo; Application For jervice Credit ]
Si10% Obligations, Benefits and Privileges of Membership in the United
dlates Civil Service Retirement System '

SF113 Monthly Report of Federal Civilian Employment

_SFll3ia Quarterly Report of Federal Civilian Bmployment

SF519 Radiographic Report .

371012 Voucher for Per Dien and/or Reimbursement of Kxpenses Tncident
to Official Travel

-1l- _
REETRICTRD
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RESTRIT

STANDARD IPORMS STOCKED IN CIA

FORM NO. WTNLE

5F1012a  Voucher fov Per Dlem and/cr Relubursemenl of Expenses Incldent
to Official Yravel ~ Memorandum

a1rl0l2b Scbedule of Wxpenses and Ttinerary of Traveler

21012c xouchCl for Per Diem and/or Reimbursement of Expenses Incident
to Official Yravel - Conlinuation Sheet

$1l12d  Recelpl for Casb - Subvoucher

§iL0lka  General Ledger

SFL01%a  Allotwmen!. Ledger

H10L5b 0 ALl t Ledger - Copy

SIFL016 Distribution Ledger

#1017 Journal Voucher

nﬂlO h Public Voucher for Purchases and Services Other Than Personal

ublO‘un Public voucher for Purchases and Services Other Than Personal -
Memorandumn

SIrL035 Public Voucher for Purchase: and Services Qther Than Personal -

Continuation Sheat”

3110%% Public Voucher for Purchase: and Services Qther Than Personal -

. . . . . Conlinuatiun Sheet

1036 glalement and Certificate of Award

511038 Applmcailon fur Advance of Funds Tor Travel Fxponseu

Srlokk Schedule of Collecticna

SELOMS uchedule of Transfers - Special Deposits

SIrLou8 Public Voucher for Refunds - Memcerandun

SH1049 Public Youcher For Refunds

311050 Public vVoucher for Relunds - Memorandum

SI1055 Application for Payment. of Amounts Duc Deceased or Incompetent
aivilian Employees, Officers and Enlisted Men in the Military
Service, and Public Creditors of the United States

SIL067 Public voucher for Transportation of Passengers

SFLOGTa Public Voucher for fransportaticon of Passengers

SH1067b  Public Voucher for Transpertation of Passengers

SF106Tc  Public Voucher fur T:ansporialion of Passengers

5F1059 Voucher for Allowances al Foreign Posils of Duty
; ‘ SF1059a  Voucher Tor Allowances at Forelgn Posis of Duty - Memorandum
[ S1070 Schedvle for Retirement and Disability Fund Credits

f g 5311080 Voucher for Transfers beiween Appropriations and/or Funds
57L080a  voucher for Transfers between Appropriations and/or Fundsg -
Memorandun (Disbursement)
F1080b  Youcher fur Yransfere between Appropriations and/or Funds -
Blue (fullection)
8F1080c  Voucher for Transfers between Appropriations and/or Funds -~
Green (Collection) v
8F1081 Schedule or Voucher of Withdrawals and Credlits between Apprapriatimn
and/vr unds .
SF1095 Suwmnary Statement of Disbursement and Collections by Appropriation
] ] o ... Limitations
! : SFL096 Schedule of Voucher Deductions
i g 311097 Adjustment Voucher to Effect Correclion of Errors
SF1097a Adjustment Voucher o Ri'fect Correction of Errors - Memorandum .

-
RESTRTCTRED
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RESIRICYED ’

STANDARD FORMS STOCKED TN CIA

'ORM NO, TUTLE

SILoWE Schedule of Canceled Checks

SFPLlUsa 77 g, government Bill of Lading ~ Memorandum

81104 U. B. Government Bill of Lading - Shipping Order

SF110% U. 9. Covernment Freight Waybill - Original

Sr1L06 o8 Jevernment Freight Waybill - Carvier's Copy

3F110& Certificate in Tieu of Tuogl Tl o9, Guvermeent Bill of Lading -

Original
SrLlUSa  Cerlificaie in Licu of Last e 3. fovernment Bill o Lading -
Memcrandumnm

G113 Public Voucher four Transportaiion Thar
SFl1ll3a  Public Voucher for Trensporiaiion Charges - remorandin,
SFLLLE dtalenent of deneral Accon Balances
SFLLLT Gechedule o Balanc ik i Btatus of Appropriations

! =
3r1118 Statement of Apperticasents and Alloiment Accounes by
fppropriaiions
§FL126s  Pay noll 2 ;
Sr11e8 Pay »oll Perannal Secvice
81126g Pay Roll r=pr Personal Service
SF1129 Voucher For Peliy Purg 3
5R112%a  Voucter foi Pe Ly Puv 1o sierorandun
SI11eth Voucher for Pe'ty Purchases - Coniinnation Sheet
SI'112%¢ Vwucher frr Peiiy Purchases - Contipua: Lun Shee: (t/{e:m.-rand.n‘r)
8111150 “ime and Ailendance Repoer

P

8 - Mewmovandum

SFLL % Tme and Attendance {11"z17")
GFL137 Leave Reccrd
i
| j
|
‘ !
j
!
; - s i

' - -

FESTPICTED !
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CIVIL SERVICE TORMS STOCKED IN CIA

FORM NO. ) TITLE
csla Prooi? of Residence

82390 PMingerprinc Card

052808 Petirement Record Card

€52806-3 Notice of Correction of Individual Retirement Record
£s2807 Regicter of Separations and Pransfer

¢52007-1 Register of Adjnstuments

¢32807-2  Annual Swmary of Retirement Fund Transactions

82808 Desipgnation, Change or Revocation of Beneficiary
062931 Clascificalion Sheet

83000 Retirement Death Claim

C83001 Application for Retirement Annuity

53002 Application for Retirement. on Account of Disability
C33005 AppllcaLLon For Refund of Retirement Deductions
0s3008 No Title - Claim Card

ISCELLANEOUS TFORMS. STOCKED IN CIA

Treasury Department Forms

TD2 Request for Revision of Apportionmentes

™3 Report on Status of Appropriations

W-h Employce's Withholding Rremption Certificate

1737 Bond Issuance Schedule - United States Savings Bonds -
Series B

1737a Bond Issuance Schedule - (mited States War Savings
Bonds - geries B _

8569 Power of Attorney by Individual for the (ollection of

Checks Drawn on the Treasurer of the United States

Departuent of the Army Forms

AGO-WDLT TRequisition fer Publications and Blank Forms

Wok3 Individual Farnings Record

WDhL Pay Roll fur Personal Services (Civilian Employees)
Whhha Pay Koll for Personal Services ~ Continuation Sheet
WDAlb Pay Roll for Personal Seirvices - Memorandum

WD50 Pay Roll Certification Control

wD61 Individual Farnings Records Summery Control

Wn62 War Savings Bonds Control

Federal Works Agency Forms

10-292 Beguegt for Work to be Performed
BMES Property Pass:

-1~
RESTRICTED
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REGIRICIED

G s

MISCELLANEOUS FORMS STOCKED TN CIA

Government Printing Office Forms

R2320 order for Standard Forms or Supplies

U. 5. BEmployees' Compensation Comnission Forms

CA-1 Bmployees' Notice of Injury or Occupational Disease

CA~1E Request for Yreatment of Injury under the U, $, Employee's
Compensation Act '

cA=1T Reqliost for Treatment of Injury under the U. S. Employees'

Compensation Act when cause of Injury is in Doubt

-

Approved For Release 2001/03/30 : CIA-RDP,81-QO728R000100110065-7 o
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CEMIRAL INTHILIGENCE AGENCY
Washington, D, C.

25X1A

NOTLCE er 1950

S0CECT: 2950 Commwity Chest Drive

1. The time has come again Tor the Central Intelligence Agency
to do its part in the Community Chest Campaign, and Mr. William J.
Kelly has been designaied as the Vice Chairman for the drive in oww
Agency. There is no belbter way to serve yowr community than to
contribute part of yow earnings to this cause, and it is sincerely
hoped that each of you will glve as much as you can afford.

2. Bach Assistant Dirvector and Staff Chief has appointed a
Division Chairman for his office, avd keymen have been selected to
12nd assistance to the Division Chalrmen in accepting contributions
and in the necesssry bookkeeping. ALl contributions should be made
on or before 27 October 1950.

3. The Community Chest Federation, National Capital Area, was
founded in 1928 and this campoign will mark the twenty-third year in
which Govermment enployees and other residents have been asked for
support. The Federation is an organization composed of the six
Community Chests in the Metropolitan Arca, and, togelther with the
Hospitalization Fund end the USO, is comprised of 104 welfare
agencies which are united for betber community service. The present
Red Feather Campaipgn is one appeal for the financial support of the
philanthropic programs of all of these Red Feather agencies. You
will be given a chauce to choose the agencies Lo which you wish to
contribute if you have certain preferences.

%, Tor meny of you, the big question will be: "How much
showid I give?"™ You alone can answer this question. As you are
making your decision, please remember that yow gift is utilized
to finance the work snd programs of all the agencles comprising
the Community Chest Federation, which includes the Community Chests
of Arlington, Cairfax, Montgomery, and Prince Georges Counties, and
the cities of Alexandria and Washington.

5. It will be appreciated if you will meke your contribution
to the desisnated keyman in your organization in.order that the Central
Intelligence Apency may meet its quota. This will not prevent you
from designating your conbribubion for any agency you desire in your
area of residerce.

FOR THE DIXECTOR OR

Executive

DISTRIBUTION: No. 5
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CENTRAL INTELLIGESCE AGENCY
Washington, . .

HOTICE 20 Ortober 1950
25X1A

SUBIRECY: Settiement of Accounts of Deceased Employees

i. Public Law 636 - 8lst Congress - establishes a unifrrm procedure
for the disposition of compensation scerning to deceased employees.

2. The wnst important effect of the law is to provide that the
Agency concerned will meke direst settlement cn definite terms. It is
Further provided that all unpaid compensetion due an euployee a* the
time ¢f his death shall be paid in the following order:

First:  to the beneficiary (or beneficiaries) designated in
writing by the employvee and filed with the Agency prior to his death.

Second: to the widow our widower if there is no designated benc-

Third:  to the children or the representatives of any deceased
ldren if there is no beneficiary or surviving spouse.

Fourth: +to the parent or survivor if there is none of the gbove.

Fifth: to the legal representative of the egtate 1f there is
¢ of the above, or to the person so entitled by law 1f there is
no legal representative.

3. Under this act, "unpaid compensation" is defined %o include,
but is 1ot limited o: (1) all per diem in lieu of subsistence, mileage,
and amounts due in reimbursement of travel expenses, including incidental
and miscellancous expenses in connection therewith for which reimbursement
is due; (2) all allowances upon change of official staticn; (3) ‘all quax-
ters and cost-of-living allowances and overtime or premium pay; (4) amcunis
: due fox payment of cash awards for employeces' suggestions 5 (5) amounts
; due es refund of salary deductions for United States Savings Eonds; (&)
’ payment for all sccumulated and current accrued annual or vacation leave
; equal to the compensation the decedent would have received had he remained
i in service until the expiration of the pericd of such annual or vacetion
{ leave; (7) the amounts of all checks drawu_in payment of such compensstion
‘ which were not delivered oy the Govermment to the officer or emplcyee
during his lifetime or of any unnegotiated checks returned to the Jovern-
ment because of the death of the officer or employee.

FOR THE DIRECTOR OF GENTRAL INIBLLIGENCE:

25X1A

DISTRIBUTION: 5 cting kxecutive
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CENTRAL INTELLIGENCE AGENCY
Washington, D. .

1 Iy

|

|

l 25X1A % 5 October 1950

SUBJRCT Anmal Leave

25X1A .
ruscresion:  Notice| i cete 24 Moy 1950.
‘ 1. Bection 1212, Public Law No. 759 - Blet Congress, spproved on
25X1A 6 September 1950, is quoted below:

"Sec. 1212, o pert of the Finds offy, or available for
expendlture by any corporation or agency included in this
Act, including the govermmwmb of the District of Columbia,
shall be avoilable %o vay for suuual leave accunulated by
any civilian officer or employee during the calendar year
1950 and unused at the close of business on June 30, 1951
Previded, ‘That this section shall not apply to officers and
employees whose post of duty is outside the continental
United States: And provided further, That this section
shall not apply with respect 4o the payment of compensation
for accumulated annuel leave in the case of officewrs or
empioyees who leave their civilian positions for the purpose
of entering upon active military or navel service in the
Armed Forces of the United States."

2. [Bach individusl employee uf Central Intelligence Azency vhose
post of duhty is within the continental United Stetes muss use all of the
leave accrued during the celendar vear 1950 (26 days) prior to the close
of husiness on 30 June 1951.. However, any annual lecave accuiulated by
an employee on 31 Decenber 1950 in excess of the mazimum limitation
permitted under existing lew will be forfeited on L January 1951, Any
portion of leave accrued during the calendar year 1950 not used, by the
close of business on 20 June 1951 will be forfeited by the individusl
concerned.

. 3. Bach individual employee of this Agency aftected by the sbove
" will be provided an opportunity by his supervigor to take the full
amount of leave accrued during the calendar year 1950 prior to 1 July
1951. Leeve will be scheduled in such o manmner as to permit the con-
tinued, efficient conduct of business by each Office and Stall Section
of this Agency. :

L. Unless otherwise determined by proper authority, leave accruing
to individuals who have had posts of duty both within and outside the
! continental United States during the calendar year 1950 will be governed
f ag indicated below:

j ‘ ‘ -1~

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7 -
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-

United States must be uged prior Lo 1 July 1951 or forfeited.

!
|
|
8. Leave accrued while the employce is on duty within the
b. Leave accrued while the employee is at o post of duty
outside the continental United States may be accunulated up
to the total amount of leave asuthorized to be accumulated, or
i it may be utilized at the option of the employee concerned.
5. An employee who enters into active service in the Armed Forces
is entitled under existing law to recelve o lump-sum payment for his
| accumilated and current accrued annuval leave or to have such leave remain
: to his credit as he way elect. The amount of such payment or credit as
!‘ the case may be ls determined by the asmount of annual leave to the
1 employee's credit on the date he enters the Armed Forces. The effect of
| the second proviso of Secetbion 1212, exempting such employees from the
; provisiong oi the salid Section, is to perwit full effect to be given the
right of election and abt the same tilme save the employee from losing
| annual leave which he was precluded from using prior to 1 July 1951
| because of entry into the military service. Section 1212 would not be
applicable to an employee who cntered the service after 1 July 1951.

6. These instructions apply only to leave accrued during the
calendar year 1950 and do not affect leave accrued prior to 1 Januvary
1950 which may continue to be carried over or used at the option of the
individual cmployee, provided that the maximum total under existing law
is not exceeded. The provisions of Section 1212 are restrictive and do
not enlerge an employee's righbts otherwise established.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

Acting Executive

DISTRIBUTION: DNo. 5
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

NOTICE ‘ 6 Septewber 1950
25X1A I

SUBJECT: Car Pool

1. A nuber of employees living in outlying arcas of Washinston
have reported need for transportation to and from work, while others
have expressed interest in forming car puols in certain areas s¢ that
they can provide fransportation on speciiied dates.

2. In urder that the Agency may be of assistance. it is requested

that euployees whu are able 1o carry extra passengess, as well as those

who desire tu orgenize or ride in car pouls; compleie and return the
form below.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:
25X1A
25X1A

Acting Executive

DISTRIBUTION: No. 4

“ m e m om m m w em w m o m m om om o w wm m ow e = e e m om a e e e s -

e e m o = -
TO: Perscnnel Relations Branch, Personnel Division
‘ Room 104, North Building
i L7 T desire t ride in a car pool.
f
/ 7 I will furnish tramsporvation in & car pocl.
! [/ I will alternate with other persons in Furnishing
; transportation and riding in a car peol.
I can acecomnpodave __extra persuns in amy car.
NAME BLDG. EXTENSION
HOME ADDRESS HOME TELEFHONE _

"~ Approved For Release 2001/03/30 : CIA-RDP81-00728R000
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SECRET

CENTRAL INTELLIGENCE AGENCY

|
|
[ Washington, D. C.
NOTICE 1 September 1950
25X1A
SUBJECT: Distribution of Agency Regulations.
f In the interest of efficiency and economy of operations the
| following new schedule for distribution of Agency Regulations is
[ hereby established;
i
i Distribution No. 1 ~ DCI, Deputy Director. Executive, Deputy
| Executive. Assistant Directors and Staff
Chiefs.
x ’ Distribution No. 2 - Those listed in Distribution No 1 plus
[ all Staffs and Divisions of organizational
‘ components.
s
f Distribution No. 3 - Those listed in Distributions No. 1 and
f i No. 2 plus all Division Stafrls, Branches
| ‘ and Sections for routing and initialing by
| all Washington Area personnel.
i
! i Distribution No., 4 - To be distributed to each employee in the
j : Washington Area.
I ; Distribution No. 5 - To be distributed to each employee of CIA.
_ Distribution No. 6 - Limited (determined for each Regulation).
25X1A FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

Acting Executive

DISTRIBUTION: No. 3

SECRET
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CENTRAL INTELLIGENCE AGENCY
Vashington, D. C.

NQTICE ' 30 Augus® 1950

SUBJECT: Bxecutive Order No. 10157.

L. Executive Order No. 10157, dated 28 Awgust 1950, making
certain types of Federal employces eligible for permanent civil
service status does not apply to appointments made under Schedule
A authority.

2. All sppointments made by the Central Intelligence Agency
are Schedule A appolntments, consequently, CIA employees willl not
be affected by Executive Order No. 10157,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

Acting Executive

DISTRIBUTION: ALL CIA EMPLOYEES.

' . . . ¢
i
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CENTRAIL INTELLIGENCE AGENCY
Washington, D. C.

B T

SUBJECT: Meetings, Army Reserve Unit, CIA,

1. The Army Reserve Augmentation Unit will meet on the following
| dates during the period September through December 1950:

. 5, 12 and 19 Beptember
f 3, 10 and 17 October

; T, 14 and 21 November
5, 12 and 19 December

2. All meetings will be held in the North Interior Building
Auditorium.

3. Matters concerning the organization end status of the Unit
for this fiscal year will be discussed at the initial meeting on
Tuesday, 5 September 1950.

k., Uniforms are not required for the initial meeting. Announce-
ment will be made regarding future uniform requirements,

5, All employees who now have a reserve status in the Department of 25X1A
the Army are invited to attend the meetings regardless of whether they
} : are assigned to the CIA Augmentation Unit.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Acting Executive

DISTRIBUTION: ALL CIA EMPLOYEES
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

25X1A NOTICE ' 22 August 1950
SUBJECT: Leave of Absence.

1. The following communication has been received from the White

Housc:
"AMVETS
NATIONAL HEADQUARTERS
OFFICE OI' THE 72k NINTH STREET, N, W.,
NATIONAL COMMANDER WASHINGTON 1, D. C.
TELEPHONE: NATIONAL 0555
August 2, 25X1A

"Honorable Harry S. Truman
The White House
Washington, D. C.

"My dear Mr. President:

"AMVETS will very much appreciate your requesting the various

agencies of the TFederal Government to grant leave to such menbers of
: our organization in their employ who desire to attend our Sixth Annual
] National Convention to be held at the Hotel Hollenden, Cleveland, Ohio,
f September 6th through 10th, 1950.
3 "We realize that in times like these it is important that we stay
on the job, giving the utmost of cooperation in our tasks, but we also
feel that the results of the deliberations of a public-opinion group
such as ours can be important to our national officials.

"We have received excellent cooperation from the Government in
connection with our past conventions and are hopeful that we may
recelve this consideration again this year.

Sincerely yours,

JIAROLD RUSSELL

National Commender

i
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C. :

NOTICE 22 August 1950

SUBJECT: Leave of Absence.

1. The following communication has been received from the White
Housc:

"AMVETS
NATIONAL IEADQUARTERS
OFTICE O THE 724 NINTH STREET, N. W.,
NATIONAL COMMANDER . WASHINGTON 1, D. C.
TELEPHONE: NATIONAL 0555
August 2,

"Honorable Harry S. Truman
The White House
Washington, D. C.

"My dear Mr. President:

"AMVETS will very much appreciate your reguesting the various
agencies of the Federal Govermment to grant leave to such members of
our orgenization in their employ who desire to attend our Sixth Annual
National Convention to be held at the Hotel Hollenden, Cleveland, Ohio,
September éth through 10th, 1950,

"We realize thet in times like these it is important that we stay
on the job, giving the utmost of cooperation in our tasks, but we also
feel that the results of the deliberations of a public-opinion group
such as ours can be important to our national officials.

"We have received excellent cooperation from the Government in
connection with our past conventions and are hopeful that we may
receive this consideration agein this year.

Sincerely yours,

HAROLD RUSSELL

National Commender
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"The above copy of a letter which the President has received
from the National Commander of AMVETS of World Wer II is respectfully
referred to the heads of the departments and independent establishments
of the Government for attention.

WILLIAM D. HASSETT
Secretary to the President"

2. It is desired that those employees who are members of ANMVETS
and who request leave of abscnce to attend the Naticnal Convention be
granted such leave If their scrvices can be spared without scrious
disruption of normal activities.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

Acting Executive

DISTRIBUTION: A

T
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CENTRAL InN"
Washinguon, D. C.

NOTICE | 16 August 1950
25X1A |

SUBJECT: Military or Draft Status of Employees

1. The altached Form No. 37-82, "Military Status Questicongire”,
will be completed by eanch presént and future employee of the Agducy,

regardless of age, sex or previous military service. Upon completion,
the form will be forwarded to the Chief, Employees Division, SDEClul
Support Staff, "L" Building. .

2. Military personnel of the regular services or reserve officers
on active duty assigned to duty with the Agency will unot complete
the form.

3. It is desired that completed forms be submitted not laver
then indicated welow:

a. Employees in the Washington Area -~ by 25 August 1950,
b. Employees outside the Washington Area - as soon as practicable.
c. Future employees ~ by EDOD date.

TOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

256X1A

Acting Executive
ENCL: Form No. 37-82

DISTRIBUTION: ALL CIA EMPLOYEES

25X1A

RESTRICTED
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THIS DATE

i

MILITARY & /ATUS QUESTIONNAIRE

NAME (PRINT! (Last) (Mlddle) (First) BIRTH DATE (pay) (Month) (Year)

SEX RACE CODE MARITAL STATUS ,
male [ ST e B o wwoweo ] 150 separateo [

FEMALE [ ] (2) wARRIED (] ) pivorcen [
NO. OF DEPENDENTS AGENCY ASSIGNMENT . :
CINCLUDE WIFE) OFFICE DIVISION CODE

POSITION OR TITLE GRADE CODE

PRESENT DRAFT STATUS

(A) HAVE YOU REGISTERED FOR DRAFT? w ves ] 20 No [__]
8} IF YES, CHECK YOUR PRESENT DRAFT CLASSIFICATION BELOW:

] 1A AVAILABLE FOR MILITARY SERVICE. AGES 1826 (] 4B OFFICIAL DEFERRED BY LAW.

[T 140 consCIENTI10US 0BUECTOR, BUT AVAILABLE FOR NON~COMBATANT ) MG ALIEN.
DUTY, [T 4D MINISTER OF RELIGION OR DIV INITY STUDENT.

(1 1 MEMBER OF ANY ACTIVE BRANCH OF MILITARY SERV ICE. MUST [ HE CONSCIENT 10US OBUECTOR ~ OPPOSED TO BOTH COMBATANT
BE ON FULL DUTY. AND NON-COMBATANT SERVIGE.

(] 4D MEMBER OF ANY RESERVE COMPONENT OF MILITARY SERVICE. [__JuF PHYSICALLY OR OTHERWISE UNFIT FOR SERVICE.
CANNOT BE CALLED BY DRAFT BOARDS. CALLED ONLY BY [] 5 MAN WHO HAS ATTAINED THENTY=S IXTH BIRTHOAY. NOT
MILITARY SERVICE CONCERNED. LIABLE TO INDUCT 10N UNDER PRESENT ACT.

] 2A DEFERRED ON ACCOUNT OF OCCUPAT I0N.
] 2C DEFERRED FOR AGRICULTURAL OCCUPAT 1ON.

CJ 3a uan was pePENDENTS.

(] 4A REGISTRANT WHO HAS COMPLETED SUFFICIENT SERVICE IN
WORLD WAR |1 TO BE CLASSIFIED AS A VETERAN (NINETY DAYS
SERVIGE DURING FIGHT ING WAR OR ONE YEAR AFTER V~J DAY!}.
SOLE SURVIVING SON IN FAMILY. IF A FAMILY HAD TWO SONS
IN A WAR AND ONE WAS K| LLED, THE SOLE SURV IV ING SON COME
1N THIS CATEGORY.

LOCAL DRAFT BOARD
NAME NO.

ADDRESS (street and No.)

The remainder of this form will be filled out only by personnel who have performed duty]
in any of the U.S. Armed Services, Merchant Marine or any foreign military organization.
SERVICE RECORD

1. CHECK ORGANIZATIONS IN WHICH YOU HAVE SERVED:

(1) ARMY [T @) atR Force [ (1) NaTioNAL GuARD 3
(2) NAvY ] (50 coasT GuaRrDp ] (8 FOREIGN MILITARY ORGANIZATION [ ]
13) MARINE CORPS [__] (61 MERCHANT wARINE [ ]
2. LENGTH OF ACTIVE DUTY IN THE U.S. ARMED SERVIGES (INCLUDING TRAINING TOURSI
YEARS MONTHS
{1) WORLD WAR | AND ALL PRIOROUTY _ _ __ _ _ __ . __ _ . _ _ _ _
(2) BETWEEN WORLD WAR | AND WORLD WAR 1| oo — — _ __ __ __ _ _ _ _ __ _ _
(3) WORLD WAR M\l o . —_——
(4) SINCE WORLD WAR U ——— e ————— — — — e — — o — —
ACTIVE DUTY TO DATE (TOTALI _ _
3. FURNISH THE FOLLOWING DATA AS TO YOUR COMMISSIONED OR ENLISTMENT STATUS UPON SEPARATION:
1) commissionen [  or t2) enListep [
NAME OF SERVICE RANK, GRADE OR RATING |ARM, BRANCH OR CORPS| LAST SERIAL, SERVICE OR FILE NO.

DO NOT WRITE. IN SPACES BELOW

FORM NO. .. . (over)
AUG 1950 37-62 A
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q,

5.

6.

7.

8.

CHECK TYPE OF SEPARATION:

(11 L] RETIREMENT FOR AGE

(20 [T__] RETIREMENT FOR SERVICE

30 (1 RETIREMENT FOR COMBAT DISABILITY

W) ] RETIREMENT FOR OTHER PHYSICAL DISABILITY

(50 {1 SEPARATED (POINTS, CATEGORY, ETC.)

16+ "] RELEASE ESSENTIAL TO NATVONAL HEALTH, SAFETY OR INTEREST
110 [T 1 RELEASE BECAUSE OF UNDUE HARDSHIPS

IF YOUR PRESENT STATUS DIFFERS IN ANY RESPECT FROM THAT STATED IN 3 ABOVE, INDICATE CHANGE ONLY AND DATE OF
CHANGE: , | DATE , CODES

COMMISS IONED

SERVICE

ARM, BRANCH OR CORPS

RANK, GRADE OR RATING

SERVICE, SERIAL OR FILE NO,

ARE YOU NOW IN THE NATIONAL GUARD? w ves ] 2) no ()

LA) IF YES, WHAT UNIT?
tB) DID YOU ENTER FEDERAL ARMED FORCES THROUGH NATIONAL GUARD? (1) YES l (2} NO [ }

DO YOU HAVE RESERVE STATUS? 1) yes=INacTIVE [___] t2) YEs-AcTive ] a3 ovo [ ]
(A} ARE YOU ASSIGNED TO AN AGENCY UNIT?  ves ] 120 vo ]

{B) IF NO, WHAT IS YOUR ASSIGNMENT?

(C) 1S YOUR ASSIGNMENT AN ORGAN!ZED UNIT? w ves ] 2) NO ]
DO YOU HAVE A MOBILIZATON ASSIGNMENT? ar ves ] 120 vo [

(A) |F YES, STATE NAME OF UNIT ORGANIZATION

REMARKS:

SIGNATURE

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7 i
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CENIRAL INTRLLIGEMRE AGBNCY
Washington. N, ¢.

T Avgust 1950

25X1A I

SURIECL:  Hot Weallier Tnstructons

Iz order to avoid the effects of excessive heat, attempt to Follow
ths following rules:

1 Clething: Wear 1 hit-weight. light~colored, porous clothing
wiiich ia wot too closely filted. Remember that the pewer synthetic
Tahrics ¢¢ not absorb moisture and may therefore add *o discomfort.

. Tood: Wat more lightly than usual, particularly at lunch.
kuphasize fruits. vegetables and salads. Aveid high calorie sweebts and
pastries.

3. Deink: Take water Libarally. but avois over }l oading of the
stomach at cne time. Confine "soft drinks" and coffee to a minimum
becruse of overstimulating effects.

b 32lt: Adaitional salt is ordiparily mut required by the
svarage person doing sedentary work. Furthermors salt tablets are
not actually "cooling" and may even produce nausea or cther disagreeable
effects, Therefore, use a salt tablet onc to three times daily only
if you bave perspired tc an abnormal degree, or if you have found that
salt actually makes you feel more alert.

5. Work: Meke every cffort to plan your day uo that the most
taxing problems may be Lapdled during the cooler morning period, leaving
more routine tasks to the afterncon. Avoid unnecessary physical activity
or excitement.

5. Caution: Tf you have any physical defect or chronic illness
which is aggravated by summer heat, consulsu your private gphysician.
or the Medical Stafr..

FOR THE DIRECTCR OF CENTRAT INTELLIGEN, 25X1A

Acting Executive

DISTRIBUIION: ALL CIA EMPLOYEES

-
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CENTEAL TNIELILGENCE AGENCY
Washington, D. C.
25X1A

2 August 1950

SURIECH: ~ dtatus off CILA Employces fligible for Mi'lLitary Service

L. bmployees of CIA will be in onc of the following categories
Lo comnection with ellaibility for military scrvice:

a. Those with military rescrve gstatus.

(1) ilaving mob:l.smotion osaignment or dosignallon
to CiA and assigned teo o CLA reserve unit,

(2) Having mobilizetion assignment or designation
to CIA and not assigned to a CIA reserve unit.

(3) Having mobilization azsigrments or designations
cutside CIA, with or withoul outside unit assigmnents.

W (%) Having no mobilization or wult assignments, but
\ who are volunteers, inactive or honorary reservists

L. Those having no malitary reserve status.

(l) Required to register for selective service
actlon and qualillied for militury service.

(2) Ruguired to register for selective service
detbion out disqualificd for military scrvice Lfor physical
or other reasons.

(3) WNot required to register for select.ve service
action.
2. The policy of this Agency relative 1o active military service
of its civilian employees beyond the normal two-weelks' military leave
sion is stated below:

L
provi
a, CIA employees arc expected 4o be carecr employecs
of this Agency. The time, effort and funds expended in
clearing and training individuals for owr work are all
directed toward procuring snd developing a national intelli-
gence team which will be competent and available to meet its
full vesponsibilities at all times and cspeclally in times of

“le
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national emergency.

CONF1DTNTIAL

employec that any vwolicy which involved the general releasc

of trained personnel Tor active military service in emergency

situations when they arve most needed by the Agency would
vesult in elther considersbly reduced competence or actual

Tathwe to meot our responsibilities in time of greatest need.

b. Individual employees will not be recleased by ths

Agency for the purposs of volunbeering for militavry service
cither on their own initiative or as a result of ingquirics
os to availability. 'There is, of course, no legal bar to
resignations of employees for the purpose of volunteering

for

extended nctive military service from either reserve

status or dircetly from o purely civilian status.

c¢. Indi

R

iance with procedures

iduals who, after compl

hercinafter prescrived. are orderved to achiva duty from a
reserve stobus without thwedir consent and those who are
inducted through selective service processes, will be re-
anployed by this Agency upon termination of active military
scrvice to the fuilest posuible extent in consonsnce with

the

Veteran's Preference Act of 1944 and related laws.

d. Provisions specified in c., above, will be equally

epplicable to those individuals who may be placed in actlive
military service at the ruquest of this Agency ko meet
operational needs.

-
D

An effort will bc made by this Agency to obtain the paszage
eppropriate legislation to provide for the eligibility of CIA employces
who would wnquestionably have entercd active militsry service exceph
Lor their employment by CIA,for any veterans' benefits for which they

would have been eligible as a result of active military service.

L

implementation of the policies stated in paragraph 2., above.

&. The Persomnel Dirccter has been charged with the

b, Immediately vpon the arising of either circumstences

specified below the individual affected will inform his
Assistant Director or Staff Chief:

Approved For Release 2001/03/30 : CIA-RDP81-00728R0001001 10005-7

(1) Receipt of notice to appsar before a
selective service bosrd for any reason.

(2) Receipt of instructions or orders to ‘
report for active military service or preliminary
warning of such orders pending.

(3) Receipt of warning orders relative to
impending call to active service as part of a
reserve or national guard unit.

.

CONFIDENTTAL

It should he obvious to each individual

SRS p—




CONFTIENLIAL

c. The Assistant Dirvector or Shafl Chief concerned will
in turn inferm the Personnel Direcbor, who will teke nppropri-
ate action either with the Direcctor of the Sclective Sewvice
System or the Oflice of the Sceretary of Defense.

5. The Personnel Director is clsc chergad with making adequate
provision, in coordination with the Chiefs of the Administrabive and
Support Stalfs, for roquired notification o Selective Service
Boards in the case of cach CIA cuployee eligitle for registration with
such i board who leoaves the continzntal United States for any purpose.
Individual employees aud their Assistant Directors and Staff Chiefs will
charmel all such cases througlh channcls prascr ihed by the Personnel Di-
rector rather than taking action directly with appropriate boards.

25X1A

R. H. HILLENKOETTER
Rear Admiral, USN
Director of Central Intelligence

DISTRIBUTION: ALL CIA EMPLOYEES.

Approved For Release 2001/03/30 : CIA-RDP81-00728R;0001001 10005-7




25X1A
Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7



Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7

SECRET

CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

26 July 1950

256X1A

25X1A

25X1A

s

SUBJECT: Records, Disposition and Microfilming of,

L. In accordance with the primciples end responsibilities outlined
n each Assistant Director and
Staff Chief will take immediate steps to reduce his unit files to an
absolute operational minimum by employment of the following procedure:

a. Appoint three individuals to a Unit Microfilm Team apd
report their names to the CIA Records Officer by 28 July 1950.

b. The CIA Records Officer will indoctrinste and train all
Microfilm Teams in the use of camera equipment, reel indexing,
and film inspection. Offices will be notified when personnel are
to report to the CIA Records Officer for imstruction.

N c. The CIA Records Officer in consultation with Office and
N ,\ Staff Records Officers will esteblish a microfilming schedule

\‘giving first priority to those file series which have been
selected for the Vital Documents Program.

d. Unit Microfilm Teems mormally will operate in the activities
from which they are appointed and will be accompanied by one or
more office representatives who have operational knowledge of the
file serles of each Division, section or comparable echelon.

e. All file serles will be examined and the following action
as appropriate will be takem:

(1) Withdrawel of all non-record materials and destruction
in accordance with law and Agency regulations.

(2) Designation of file series for scheduled disposition
or microfilming.

f. The CIA Records Officer will contact the Assistant Directors,
Staff Chiefs and their Records Officers to explain the program and
implement 1t as soon as possible.

g. Office end Staff Sections and Records Officers will famil- 25X1A
larize themselves with Administrative Instruction —, dated

T November 1949, with particular attention d.irg&:eﬁAto sub-paragraphs
d and e of paragraph k.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

DISTRIBUTION: A Acting Executive

SECRET
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CENTRAL INTELLIGENCE AGENCY .
Washington, D. C.

25X1A

25 July 1950

SUBJECT: Employment Oubside of (IA

1. Bifective this date all employees who are engaged in or ere *

contemplating acceptance of work activitles other then their full time
pesition wivh thls Agency will be sublect te the Tollowing procedure:

a. Individuals currently employed im such »utside activities,
will nuotify their Assistant Director wr Steft Chief immedistely.
Eupliyees whe are considering an cutside position in addition to
their Agency rvesponsibilities will notify their Assistant Director
or Slall Chief prior to acceptance of such pasition. These
aotifications will be in writing and will state the pericd of
enployment, the hcurs of work, nature uf the position and salary.
2. Assistant Directors and Staff Chiel's concerned will forward

thiz infermaticn to the proper Perscmnel Division for clearance with
I&S Stalff. After decisicn has been received from the Chief of I&S Staffl,
the office concerned will be notified.

25X1A

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE.

Acting Executive } .

DISTRIBUTION: ALL CIA EMPLOYERS

25X1A

COMFIDENTIAL
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SUBJECT PAGE NUMBER
Accounting, Accounts and Audits 1..
Action 1.
Allotments and Allocations 1.
Applicants, Applications, Appointnents, Personnel
and Personal Data 2.
Approvals 2.
Attendance and Leave 3.
Cherge-Out and Filing Devices 3.
Check Sheets 3
Clearances 3.
Coding 3.
" Contact, Liaison and Interview 3.
Contracts and Agreements b,
Control and Follow-Ups L.,
Damage, Destruction, Salvage and Loss 6.
Distribution, Delivery and Disposition 6.
Examinations and Tests 6.
File Slips 7.
Indebtedness T.
Information Requests, Reports and Records 7.
Instructions 8.
Inventories 8.
Letterheads 9.
Logs and Registers 9.
Mail, Courier and Messenger 9.
Medical 10.
Obligations 10.
Orders 10.
Passes, Pass and Admission Records 10.
Pay Roll and Time Records 11.
Production 11.
Purchase 11.
Receipts and Receiving l12.
Recruitment 12.
Reference Index 12.
Reports and Statements 12.
Requirements 13.
Requisitions and Requests 13.
Rosters and Strength Reports 14,
Routing, Signature and Memo Sheets and Slips 1k,
Schedules 15.
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Surveys, Studies, Investigations and Inspections 15.
Telecommunications 15.
raining 17.
Transfers 17.
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FORM NO,

SF1
)
SrlL
in
SF19
SF23%
SF25
SF25a
SF26
SF27
SFe8
SF32
SF33
SF36
SF39
S¥LO
SF50
SF51
SF52
SF57
SF58
SF60
SF61
SF66
SF68
SF71
SET5
SF75a

SF78
SF103
SF105
SF113
$F113a
SF1012
'SF1012a

SF1012b
SFlol2c

Srilolad

e e e ey . —— Y e e v vme o wh en.

LABTaICTRN

STANDARD FORMS STOCKED IN CIA
TITLE

Printing and Binding Requisition

Lease

Telegram (7”x8"2

Telegram (8"x105")

Bond of Indemnity

Contract - Construction

Performance Bond

Payment Bond :

Driver's Report - Accident

Investigation Officer's Report - Accident

Claim for Damages - Accident, uotor Transportation

Contract -~ Supplies

Invitation, Bid and Accepbance

Continuation Sheet for SF31 or SF33

Requost for Certification

Contract for Telephone Service

Changes in Civilian Personnel’

Report of Efficiency Rating

List of Efficicney Ratings

Application for Federal Employment

Continuation Sheet for SF57

Application for Federal Employment (Short Form)

Oath of Office, Affidavit

Inquiry Regardinj Status, Veteran Preference, and/or Service

Notice of Official Efficiency Rating

Application for Leave

Position Description )

Guide to Position Classifiers, Employers, Supervisors for the
Preparation of Position Descripbions

Certificate of Medical Examination

Application for Service Credit

Obligations, Benefits and Privileges of Membership in the United
States Civil Service Retirement System =

Monthly Report of Federal Civilian Employment

Quarterly Report of Federal Civilian Employment

Voucher for Fer Diem and/br Reimbursement of Expenses Incident
to Officinl Travel ' o ' :

Voucher for Per Diem and/%r Reimbursement of Expenses Incident

" to Ofr'icial Travel - Memorasndum

Schedule of Expenses and Itincrary of Traveler

Voucher for Per Diem and/or Reimbursement of Expenses Incident
to Official Travel® - Continuation Sheet :

Receipt for Cash - Subvoucher o :

-1~
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FORM NO.

Sr101la
SIr1015a
SF1015b
SF1L016
$#1017g
ST103l,
. 8F103La

SF1035
5110550

SF1036
SF10%8
sF1oLL
sFloL6
‘SF10L8
SF10L9
SF1050
SF1055

SF1062
SF1067
SF1067u
SF1067b
SF1067¢
SF1069
SF1069a
SF1070
81080
SF1080a

SF1080b
SF1080¢
SF1095
SF1096
SF1097

SF1097a
SF1098

. Schedule

RTSTRICTED

STANDARD FORMS STOCKED IN CIA
TITLE

General Ledpger
Allotment Ledger
Allotment Ledger - Copy
Distribution Ledger
Journal Voucher
Public Voucher
Public Voucher
Mome ~ndum
Public wh.or
Coatinuation )
Public Voucher for Purchases and Services
Continuation Sueut - .
Statement and Certilicate of Award
Applicstion for Advance of Funds for Iravel Expenscs
of Collections’ ‘
Schedule of Transfers = Special Deposits
Public Vouchzr for Refunds - Memorandum
Public ¥Youcher for Refunds
Publie Voucher for Refunds = Memorandum
Application for Payment of Amounts Due Deceased or Incompetent
Civilian Bmployvees, Officers and Enlisted Men in the Military
Service, and Public Creditors of the United States
Governmeért Bill of Lading - Extra Sheet

Personal
Personal -

Than
Than

for Purchases and Services Other
for Purchases and Soervices. Other
for Purchases and Services Other Than Personal -
Q. :

Sheet

Other Than Personal -

Fublic Voucher for
FPublic Voucher for
Public Voucher for
Fublic Vouchei for

Transportation
Transportation
Trdnsportation
Transportation

Voucher for Allowances at Foreign
Voucher Tor Allowances at Foreign
Schedule for Retirement and Disability Fund Credits
Voucher for Transfers between Appropriations and/or
Voucher for Transfers between Appropriations and/br

Memorandum (Disbursement)
Voucher for Transfers between Appropriations and/br

Blue (Collection)
Voucher for Transfers

Grecn (Collection)

Sunmary Statement of Disbursement end Collec
ation Limitations

Sohedule of Voucher Deductions
Adjustment Voucher to Effeet Correction of Errors
Adjustment Vouciier to Effect Cerrection of Errors - Memorandum

. Schedule of Canceled Checks

of Passengers
of Passengers
of Passengers
of -Fassengers
Posts of Dutby

Fosts of Duty -~ Memorandum

‘between Appropriations and/br

Funds
Funds -

Funds =
Funds'-

tions by Apprepri-
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STANDARD FORMS STOCKED IN CIA
F'ORM NO. - TITLE

S11103 U. S. Govermment Bill of Lading - Original

CI'1103e  U. 8. Govermment Bill of Lading - Memorandum

SIL10h U. 8. Government Bill of Lading ~ Shipping Order

811105 U. 8. Govermment I'reight Waybill - Original

811106 U. S. Govermment Freight Waybill - Carrier's Copy

811108 Cexrtificate in Lieu of Lost U. S. Government Bill of Lading -
Original

8F1108a Certificatce in Lieu of Lost U. $. Government Bill of Lading -
Memorandum

SF1113 Public Voucher for Transportatbtion Charges

S8F1113s  Public Voucher for Transportation Charges - Memorandum

Sr1116 Statement of Gencral Accounts Balances

SF1117 Schedule of Balances Showing Status of Appropriations

SF1118 Statement of Apportionments and Allotment Accounts by
Appropriations

SF1126s  Pay Roll Change Slip - Supervisor's Copy

SF1128 Pay Roll for Personal Services

5F1128a  Pay Roll for Personal Services - Memorandum

SF1129 Voucher for Petty Purchases

8F1129a.  Voucher for Petty Purchases - Memorandum

SF1129b  Voucher for Petty Purchases - Continuation Sheet

S§F1129c  Voucher for Petty Purchases - Continuation Sheet (Memorandum)

SF1130 Time and Abttendance Report

81137 Leave Record
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CIVIL SZIRVICE FORIS STOCIIED 1IN CIL

ORI WO. TTTLE

csl2 Proof of Residence

CS1769 affidevit as to seabers of Family in Government Service
CS2803 Individual Retiroment Record

C52806~1 Designation, Change or Revocation of Beneficiary
CS2306-3 Hobtice of Correctionm of Individual Retirsment Record
€s2807 Rogister of Separations and Tronsfer

€82807-1 Register of Adjustients
CsS2807-2 Annual Summary of Retiremont Fund Trensoactions

CS3000 Retiremont Dezth Claim

C83001 hpplication for Rotirement Annuity

C83002 Application for Retirement on Account of Disability
330085 4pplication for Refund of Retirement Doductions

IISCELLLIEOUS FORIS STOCKED IN CIA

Ireasury Departient Forms

-4 Employes's Tithholding Exomption Certificate

1737 Bond Issuance Schedule - United States Savings Boads -
Series E

17372 Bond Issuance Schedule - United States War Savings
Boads - Seriss E

6569 Power of Attormey by Iudividual for the Colleckion of

Checks Drawn on the Trzasurer of the United Statos

Departmont of the Army Forms
I

AGO-HWD17 Requisition for Publications and Blank Forms

D43 Individual Earnings Record

"ID44 Pay Roll for Personal Services (Civilian Employoes)

TDiie Pay Roll for Personal Services -~ Continuation Sheeb

HD44b Pay Roll for Perscnal Services - Memorandum

¥iDdéc Pay Roll for Personal Services - Memorandum - Continuation Sheszt
7ID58 Pay Roll Change 8lip

DGO Pay Roll Certificstion Control

D61 Individual Barnings Records Summary Combrol

VD62 Har Savings Bonds Control

Federal Works Agency Forms

10-292 Request for “Work to be Performed
B68 Property Pass

Government Printing Office Forus

R2390 Order for Standard Forms or Supplies
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CENTRAL INTELLIGENCE AGENCY
Wushingbon, D. ¢,

NOTICH . 22 June 1950

SUBJEOT:  Operating Procodurc for "IN and Q" Buildings Office
Supply Stock Roomse

l. Rosponsibility

%o The Services Division is reuponsible for tho maintenance of
adoquate stocks of commonly usod expendable office supplies in Room
208L "L Building, snd Room 1152 "Q" Buildings The hours of operation
will be from Q900 hours to 1200 hours and 1300 hours o 1600 hours
each regular workday. The nocessary persomael for operation of the
stock rooms will be furnished by the Services Division.

be Administrative Officers of offices serviced by tho supply rooms
are reaponsible for assuring that only the minimum quuntity of commonly
used items 1s maintained within their areas for office use, as the
supplies are available on a daily basis. Space in safes and other
filing oquipment will not bo used to store supplios.

2« Roquisitioning

8o Pre-printed forms containing stock numbers of the items sbocked
for issue by tho building supply rooms are aveilablo from the storakeeper,
This form will be compleled in single copy by the individual authorized
to procure supplies and will bo prosented to tho storekeepor as a roqui-
gition on the Sorvices Division, in nccordance with existing insbruc~
tions,

FOR THI DIRECTOR OF INTWLLIGENCE:

DISTRIBUTION: A
Plus: ORE - 20
0SI - 10
oCh - 20
0S0 -~ 30
OPC -~ 20
8SS - 10
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CENIRAL INIELLIGENCE AGENCY
Washington, D. C.

: NOTICE 15 June 1950
25X1A I

SUBJECT: Use of Ball Point Pens for Official Business.

1. Because the writing fluid in most Lall point pens lacks
permanence, such pens shall not be used to sign, notate, annotate,
or initial communications, documents or other papers prepared,
received, or sent as a result of offilcial business of the Agency.

2. These insbructions will be incorporated in the next issue

of the Correspondence Manual.

FOR THE DIRECTOR OF CENWRAL INTELLIGENCE:

25X1A

DISTRIBUTION: ALL CIA EMPLOYEES

©ereo TR TR
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CENTRAL, TNIFLLIGENCE AGENCY
Washington, L. ¢,

NCAns 14 June 1950
0N -
SHIMECT: Quservance of Flag Day
‘ Vs 25X1A
1. Mhe following memorandum {rom the White fouse, dated ¢ June |},

1550, 1s guoted below fer your information:

"IHE WHTUR HOUSE
Washington

"0 THE HEATS O EXROUT [VE DEPARTMENG ANT AGENCTES

"Flag Day. June 1, 1950, the enniversary of the dar on which
the flag of the United States was adopted by the Ccngress as the
erblem of the Union, will be chserved in the District of Columbia with
speciel patrictic exercises in the Sylvan Theater on the Washington
Menument Grounds beginning shortly afler 3:00 p.m.

"The Flag Day brogram has been arranged by our civie, Traternal,
and religious organizaticns as President Voudrow Wilsen stated in his
proclamation setiing aside Flag Day..... to serve as a means to give
significant expression to éour thoughtful love of America and our deber-
mination to make it greater and purer.

"It is therefore desired that as many ag possible of the Federal
employees in the area of the Monument Grounds who may be spared be
permitted to attend the exercises without charge to annual leave. Any
enployeecs actively participating in the ceremonies will be excused From
duty without charge to snnual leave at an hour early enough for tlem to
dc s0.

/8/DONALD . DAWSON
‘ Adnministrative Assistant
! to¢ the President™

2. All employees whose services can be spared. without unduly
impairing the vperations of the office cencerned. may be excused at
3:00 p.m, for such time as is required for the accomplisiment of this
purpose. : '

25X1A

FOR YHE DIRECTOR OF CENIRAL TNTELLIGENCE

Acting Executive

DISTRIBUTION: ALL CIA EMPLOYEES

g Approved For Release 2001/03/30:CIA-RDP81-00728R000100_110005-7 ERRT
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CENTRAL INTELLIGENCE ACGRHCY
Waghingbon, D. C.

SUBJRCT: Emorgency ilodical Ireabment
25X1A RUSCISSION: oblco -.a'bed 16 Maroh 1050,

l. Baergency wmedical troatment for injurios suffered in lino of
duty or Lor any modicnl omerguncy for OJA omployees (and IBA porson-
nol assigned o duby within the CIA eron), including all smbulance
sorvice, will bo obbained during 0830 hours to L1700 hours o normal
workdays by calling Exbtonsion 2300, 2280, or 2595.

25X1A

2¢ All CIA omployoos (and FBA porsonnel assigned to duby withim
tho CIA area) rogquiring ewergoncy modical troatuent for injuries or
modical cmorgency sufferbd iun liue of duby durpng hours other then
indicated in parapraph I¥ above, may obbain such ot the Providencs Hogw
pital, 2nd ond D Stroobs, S,Be Form CA~16 is required and should be
comploted prior to.raporting to the hospitel o ns scon thersaftor as
possibles ALl building suards waintain o supply of this form.

e During hours other tosn indicrtod in paragraph 1 above, cmor-
guney embulancs service for all CIA snploywos (and PRA persomoel ns-
signed to duty within ths CIA nros) sufforing fr.nm illness or injury
incurred while cm Governmont Auby or whilo - Zovernmout prenises is
to boe swrmemed us £follovas

fe For personti:l IMJURED while on duty in Washingbon or
Irvnedizte vielni®y, calls

25X1A CO=0432 or DU-2570 (.1 Chambers Cumpany)
Por porsonmel sulloring from ILINESS while m duty, call:
ushingbon: HO-3522 (Ambulanco Services)
Arlingbon: OX~2000 (irlingt:ou Counby Rescuo Squad)
Suitland: UN-1122 (4imbulanico, Prirco Georgos Counby)
p . Bethosda:  WI~L000 (BothosdneChovy Chaso Reoseue fquad)
’ Aloxandria: AL-5200 (Alexandria Rescue Sqund)
| ¢e [or persommol oither injurcd or suffering from illness
while NOT on duty (but on Goverhment premises),or fcr persons
othor than Governmeut omployees, call o indicated in paragraph
by immedietely above.
de In all lines of duby emerguncios, the caller must indicate
that the request is for a compansution casce
| ' ' :
] 4o In cases of oxtreme cunprgency, nauy ambulonce (or roseuo sguad) i
i and hospital may bo called.
i i

FOR THE DIRECTOR OF CENTRAL INTEL

DISTRIBUTION: ALL CIA EMPLCYZES

256X1A
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

NOTICE 31 May 1950

SUBJECT: Requests for Procurement Action by Supply Branch,
Involving Appropriations Expiring 30 June 1950.

1. Requests for procurement of equipment, supplies or services )
(other than items available from stock) chargeable to appropriations
expiring 30 June 1950, shall be Fforwerded in time to reach Services
Division, prior to 15 June 1950, in order to permit orderly completion
of procurement action.

2. Requests for procurement action received by Services Division
after 15 June 1950 are subject to being held without action until the
beginning of the new fiscal year.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

DISTRIBUTION: A.

25X1A




Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7

CENIRAL INI'BLLIGENCE AGENCY
Washington, D, C,

NOYICE 2l My 1950
SULSEICT:  Annual Leave \ ot
AN

L. Athention of all Assistant Virsetors and Staff Chiefs i
invited bto Seetion 1112 of the Appropriation Bil}, for Iiscal Tear
1951, vhich hag already passed +the fouse of Representatives and which
is currently nending in the Senates. This Jection rcads as Lollows s

"Ho part of the funds of y or available for expenditure by any
cor:oxation or agency included in this Act shall be available to
pay for sanual leave accunulated by any officer or employee during
the calendar year 1950 and unused at the cloge of business on
December 31, 1950: l_’}_g_\g_c}_c_,_ti, Fhat this seetion shall not apaly
bo officers and employees wiose »ost of duty is outside the
continental United States,!

2o Indications are that Scotion 1112 may pass the Senate in
substentially the same fori as above, For this reason, pluns must
be made now for its irlemcntation,

3a Insofar as Section 1112 applies to departmental cmployees,
it will be necessary for such employces to ubilize all of the loave
(26 days) which accrues to then in calondar year 1950 prior o the
close af business on 31 December 1950, Any leave accruing to an
erprloyee in ealondar year 1950 and not utilized by the close of
business 31 Decenbor 1950 11 be lost to the emoloyee under Soction
1l12,

lie Inn view of the -above, it will bve neeessary for all supervisors
N to schedule all of thcir cuployees for their full 1950 loave
prior to 1L January 1 e will be i ordance with procedurcs
sct forth in °

5. Personncl stotioned outside the continental United States are
excupt from the provisions of Section 1112, and their leave will be
I i )
governed in accordance with applicable CIA insfructions,

6e Ho final determination can be made at this time as to the
effeet of Section 1112 on cmployees vhose post of duty during caleadar
year 1950 will e outside the continental United Stotes for a wortion
of the calendor year and within the United States for the remainder
of the year, TInmediate planning in thisconncetion will be based on
the assumption that leave accrued while the employce is on duty within
the United States must be taken during the calendar year 1950, whereas
leave acerved whilc tha erployee is at o post of duty outside the conti-
nental Unilted States my be acerued against the employea's tobal leave
or utilized at the employce!s ontion,

]
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Te It should he noted that Section 1112 refers only to the
leave which an employes accrues during the culendar year 1950 and
does not affcet prior accruals which an employee can coatinue to
carry over,

FOI THS DIRCTOR CF CENTIHAL INTELLIGENCE: 25X1A

Acting Zxecutive

DISTRIBUTION:  A.

!
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FORM NO. CONFIDENTIAL

JUN 1949 3278

(office or Staff Section)

Summary of Budget Estimates
Fiscal Year 19

Budzet Year
For completion by
Organizational Unit No. of | the Budget Branch || 02 - 09 02 03 04 05 06 07 08 09
Pos, MY Amount Total
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(office or Staff Section)

Summary of Budget Estimates
Fiscal Year 19

Budget Year

For completion by
Unit No. of | the Budget Branch | 02 - 09 02 03 04 05 06 07 08 09 Total Unvouchered Grand
' Pos, MY Amount Total Vouchered Total
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Appendix ITT
CONFIDENTTAL ~ppendix 1
OFFICE: FOR COMPLETION BY BUDGET ANALYS
NON-PERSONAL T e S ANALYST
DIVISION: Pagt year
SERVICES ESTIMATES (actual) $
: BRANCH: Current yeer
. Object Class (budget allowance) $
: SECTION: Budget year
t (office estimate) $
REQUIREMENTS AMOUNT JUSTIFICATION
|
P
[ ROM N et CONFINENTIAL

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7
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CONFIDENTTIAL
Appendix 1V
02 _TRAVEL
Schedule of Estimated Rates
From To One Vay Rz =d Trip
e e e e ——— :
New York Boston £20 &40
Washington New York 20 Lo
" Boston 35 €5
n Miami 75 150
" East Coast Points 25 50
u Mid~"est Points .50 120
" Wlest Coast Points 200 L50
" Central Americe 225 450
" South America 650 1,150
" ETO L75 1,000
n MEDTO 700 1,400
" FETO 1,000 2,000

CONFIDENT IAL

Schedule includes average costs of transportation and per

diem, ete;

Abproved For Réle_aSe 2001/03/30 : CIA-RDP81-OO728RQOO;1 00110005-7
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CONFIDENTIAL
Appendix v
03  TRANSPORTATION OF THINGS
Schedule of Estimated Raktes
Unit Cost
T
Mnter Vehicles
Pzr
Crating (includes freight to poR) Vehicle $200..00
Shipping (POE to destination) ETO " 350.00
MEDTO " 600.00
LATO i 200,00
FETO n 500,00
General Carge (Delivery to addressee)
— T wetEe
(Administrative supplies and equipment,
Wommunications supplies and equipment,
and operational supplies ard equipment)
ETO Per Ton 100.00
MEDTO " 100.00
LATO " 75.00
FETO " 100..00
Houseold Goods and Personal FEffects
To POE (Based upon E.0. 9997 maximum weight
reimbursement allowances: Family,
7,000 1bs; single individual, 2,500 1us)
Per
350 mi. 100 1bs 7.00
1,000 mi. " 11.00
3,070 mi. " 18.00
POE to destination ETO Per Ton 275.00
MEDTO " 600.00
LATO " 150.00
FETO " 700.00
Air Shipments ETO Per 1b. 1.50
WEDTO " 2,25
LATO L 1.75
FETO " 3.50
CONFIDENTTAL
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» : RESTRICTED

CENTRAL INTRLLIGELFCE AGRFCY
Washington, D, ¢,

25X1A NOT ICT 20 April 1958

SUBJECT : Records Inventory

zoxth - wrsnece: | - -: 7 oo s,

1. This Notice sets forth a uniform procedure for inventorying
files and filing equipment in the offices, staff sections, and field
offices of the Agency. From the inventory, Agency records retention
periods and disposal tables will be established, also standards for
filing equipment and supplies will be developed,

2¢ The records officer designated for each office and staff
section will: '

2. Conduct orientation meetings for members of his office
selected to assist with tue inventory,

be Pripare a coutrol list of all file series and eguipment
to be included in the inventory,

Ce Supervise the physical inventory, review and submit
necessary reports,

Je Appendix A contains detailed procedural information.,

FOR THE DIRECTOR OF CE.THAL INIELLIGELCE s 25X1A

Acting Execubive
Attachment: pAppendix 4

DISTRIBUTION: A. /

RESTRICTED
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Appendix A

to 1

1, Definitions:

a2+« Records are deflined as including all books, papers, maps, photo-
graphs, or other documentary materials, regardless of physical form or
characteristics, made or received by any agency «f the United States
Government in pursuance of Federal Low or in connestion with the trans-
action of public business and preserved or appropriate for preservation
by that agericy or its legitimate successor as evidence of its organization,
functions, policies, decisions, procedures, operations, or other activities
of the Govermment or because of the informational value of data contained
therein,

b. Non-Records are library and museun material made or acquired and
preserved s6lely for reference or exhibition. purposes, extra copies of
documents preserved only for convenience of reflerence, and stocks of
publications and of processed documents. (A processed document is one
which has been duplicated or reproduced in sufficient number of copies
for required distribution.) '

¢« File Series are the major identifiable portion of an organized
file which Cin be described, handled, used and disposcd of as a unite
A filing unit may be all the papers in one folder, one binder, in one
drawer or in a series of drawers. A file series or filing uwnit is not
an individual paper interfiled with other kinds of paper, but is a whole
file or part of a file, which requires a separate description by virtue
of variatiouns in arrongement of subject content, retirement or disposal
characteristics, significant volume, or peculiar physical form of the
papers themselves (as in the camse of maps, drawings, or oversized files).

de Microfilming is the process of photographing individual documents
or files of papers on continuous small size film, so that the documents
are too small to be read without magnification, Microfilming or micro-
photography offers a means of reducing the bulk of records by largely
mechanical techniques and yet permits the making of enlarged prints
economically and at a rapid rate.

e. Vital Records are those specific documents or files in the
possession of CIA Which are essential to the continuing administrative
and operational fuictions of the Agercy and without which these functions
could not be recrcated in the ovent of a major disaster,

2. Interpretation:
The following general principles serve as a guide in deciding whether

material is record or non-record,

-l-
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2. All file pupers are presumed to be records. The mere fact thatb
they were prepared, retained ond filed indicates that they were originally
regarded as records. This premise does not mean that they are records,
but merely that they must Le regarded as records until their non-record
character is established, In other words, the burden of rroof is on
estublishing tho non-recoerd charactor of muterial.

b, TFapers which onde have record character, always have rucord
character. Values must not be confused with characteristics, If papers
are records when they are filed, they remain rccords as long as they are
in existonce even though they may not have any retention values, For
instance, chauges in procedurss quite often render ohsolete the records
rrepared uander the old procedures, Their obsolescence ig a good reason
for disposal but no reason at all for circumventing the logal procedures
for disposal,

C. lwarly all non-ricords arc determined on the basis of physical
duplication. .or example, 1f an organization has two files of purchasc
orders, filed in the same way, and contuining identical information, one
of these Piles is non-records.  Following are qualificetions to the physi~
cal duplication rule:

(1) Generally, duplicates must have been retained for con-
venience of reference to Jjustify non-record interpretation. It
is not enough to say that exact coples are¢ retained by another
agency, or by another branch or division. It deponds upon the
purpose for which the file exists and the use made of it.

(2) The fact that two files of exact duplicates in +the
same organization are f£ileéd differently moy give record
character to both of them. For instance, in the same organi=-
zation, both a numeric and an alphabetic file of the same
material may be records.,

d. Duplication of essentinl content of files is not sufficient
reason to construe files as non-records  While sueh duplicstion may be
good reason for disposal, it does not mean the files are non-record,

3« Procedure for the Inventory:

The Records Officer for esch office and staff section will be re-
sponsible for coordinating the following stagos of the inventory:

8. - Within three (3) working days after ruceipt of this Notice
orientation meetings for purposes of instruction and discussion of

problems will be conducted by kecords Officers with employees who are
solected to prepare the information required, ‘ '

Do
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b, Within five (5) worbing days frow the receipt of this Notice
a pre-inventory list of [ile scries and units of Tiling oquipment will
bo submitted to each Records Officcr by the porsons’ selectbed to assist
with the inventory. These pre-inveatory lists should shows (1) Date
preparod, (2) Nwme of Division, Biunch, Section and Unit reporting, (3)
Name or title of oach file seried, (h) Name and tolephone number of the
person conducting the physiocal inventory, and (5) tie total number of
items of filing equipment in use by size and type of ezch item,

¢, The above pre-inventory lists should be prepar.d in duplicate,
one copy being robtained by the Records Officer and the other copy to be
Srongmitted by him to the Rucords Managemont Zranch, CIA Library, OCD.

d. The preparation and oxcoution of the Files Inventory Report,
Form No. 60-7L, is outlined in paragreph ly, below, Initial distribution
of forms will bo made by the.CIA Reocords.Officer.. . )

Lo Complebion of Files Inventory Report, Form Ho. 60-7k:

An original and two copies will be prepared. The oripinal and one
" cory is to be Forwarded to the CIA Records Officor. The following sub-
paragraphs give spucific instructions for complebing cach item on tho
Files Inventory Report. : '

Item 1 - Form No. Show the CIA Form number. If the form has no
identifying number, Ieave this spece blanks If the form is a Standard
Form-used by 2ll sgonciss of the Federal Government, write the letter “gW
bofore the form number. If the form is o Deparbment of the Army, Civil
Service Commission or other ngerey form, write the anccepted abbreviation
for the agency bulore the form number. If the file series is made up of
a principal form and ontw or wors supporting or subsidiary forms, show
only the prineipal form here; show the supporting. forms under Item 7,
"Description of Record. o ‘

Item 2 ~ Title or Nome of Files Show the title of the form, or
the mameé of the roport, or the noms by which. the file is. identified.
The name of the record ought to indicate the fanction which it serves
or provide o clear description of its contents. For example, Purchase
Crder, Recciving Copy, or Requast for Intelligence Information.,

5 : .Item 3 - br@uﬁiz}fibh Code; Show the code numﬁsf qu.ﬁhe foice,
3 | Divislon, Branch, or Field Activity reporting, using the Organization Code
; number furuished each off'ice by the CIA Records Qfficer, .

- Ttem lj = Organizstion, Show organizational names, not’ just letters

1 i representing Divisions, Braunchés, Sections, Units, end Field Activities.

4&n exception may be made, if for scourity reasons, full organizational

: names may not be useds In such cases,. the authorized abbreviations will
be shown in tHis item. Howcver, the Records Officer for the Office or

{ Staff Section must insuru that identification of these organizational

§ i units g preserved and dis: available for refercnce if Necessary.
L ~5-
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Item 5 = Locations. Give the locations, city and buildings where
the records are iilede Include locations where portions of file series
are stored.

Ttem oA - Pxepargd By». ive neme or initials of individuals pre-
paring the iles Inventory Report forms. The lists made by the Records
Officers of individuals designated to take the inventories will be pre-
served to identify these persons.

ItémiGB‘— Défe. Show deste the form is prepared.

Ttem 6C - Approved By. Show initials of Records Ofllcer authenti-
cating completeness and accuracy of form.

Iteﬂ T - Dcscrlptlon of Record or Flle. Enter a brief but ddequate
descripblon of The file, telling its purpose and listing all forms, differ-
ent types of reports or other papers included.. If the .file consists of
records which warrant special protection, such as vital records, state
this fact and qu”USt whether security copies of ‘the records should be
made for storage in an arcs removed from the record copiés. Occasionally,
it may be necessary to ocontinue the duscrlptlon on an atbtached sheet of

paper, 5 X 8 1nohos in size,

Examplos of entries under Item 7:

Administrotive Corrpspondbucc File including original
copies ol letters receivdd, copies of letters sent and
various supporting papers, fastened into heavy pressboard
folders.

Réqﬁesfs’fdf Suppiics.and EQﬁipmént including Qarbons
ol Forms No. 30-7 and memoranda approving or requesting
action on purchases,

chullomonts Directives bllu vqcludlng Forms ¥o. 60-1,
Request for Intelligence lalormmtion, Forms No. 60-101,
Collection Dirsctive form letters, logu of itsms received
and related corruspondence.

Item 8 - Size of Record. Check the proper box to show the size
of the prlnclpal papers in flleo

Ttem 9 =~ Kind of Copy " Check the proper space to indicate the
kind of copies of the principal papers irioluded-in the files, If file
1ncludus dlfrcrcnt kinds ‘of coplbs, check the space marked "mixed",

Item 10 - Quantity of Records. Compress the.papers in‘thé'file
drawer or on shelves and meessure the thickness with a ruler. Show as
Item 10A the number of linedr feet now in file. Show lesSer quentities
es fractions of linear feet. Show as Item 10B the number of filing
drawers or shelves now regquired for the file.

‘.-LL-
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Ttem 11 - Filing Arrangement. Show how the £ile is arrangod, ¢.ge,
alphabetically By name of corruspondent; or geographically by country
and city; or numerically by TPurchase Order numbers; or subjectively by
codes selected from the CIA Filing Menual; or from the CIA Library Intelli-
gence Subjeot Code (I8C); or from some other commonly used classification
code such as Army's Basic Intelligence Directive (BIn). ..

Ttom 12 =~ Dates Iucl.u'd.ad.o Show the span of the file sories from the

-eoarlicst dates To The most Tocent. If the serios is still acounulating

write "To Dn‘c‘c“l for the wost recent date,

of prowbh per yoare. Show lésser quantities as fractions of linear fect,
If the file is closed write the word "none" in this Spaccs

Ttom 1 - Doscription of Filing Equipment. Show in the proper
spaco from LA Through G The Tull deseripbion of eanipwment in use for
the fils. If more than ome type of cquipment is used for portions of
the file, show the other tyres on bhe secbnd line undor Jl4.H Remarks,

14 - 8ize: Checlk the proper box which describes the size of
equipment containing the file series.
* b

B - .Ty_po': Check the proper box which deseribes the typo of

Ui - Kind: Check the propor box to indicate tho construction of

the sguipment,

1D - Nwiber of Units: Show the nuwmber of Piling cabinets or
shelf scetions of cach type in use,

1R ~ Drawers per Unit: Show the number of drawers in each unit

~ of equipmen®. IF The TTen Ts a visible filing cabinet, show the number

of panels, or if shelving, show the nwiber of shelves per section,

I4F - Rows per Drawer: Siow the number of rows per drawer if more
than one. Tor instancs, 2 x 5 card cabinets ofton nrovide for two rows
of curds per drawer, , ‘

E e - Dop'tﬁ ‘peI'A Unit: Show the despth of the filing drawer in_inches.
If shelving is uscd, show the length of the shelf, "

IS - Re‘mar‘ks': Use this space for additional entries if the file
serics is housed im morc than one type of filing equipment, or if other
notation necd be made.

APPRAISAL OF RECORDS :

The itoms numbered 15 through 23 concurn the value of the file series
and recommended period of retentions Theé specific items are listed below:

Lo .
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Item 15 - Official Aubhoriszation for Ratablishing or Meinteining
the 11Te,” If o spocilio avwthorizing directive réquirss Ghe proparation
id maintenance ol records oomprising the file series, muke reference to
the directive here. MNost lile series are established as a nabural product
of' the operations of the creating orpanization ond no definite requirement
for the filo series exists, IP there is no aguthorizing dircotive write
the word "none" in this spnoe.

Ttem 16 - S'ecur'ity 'C‘luvss‘ii‘icla‘t‘ibnn Check the highest security classi-

ficadion included inm the Tile geries, If nore than one security classifi-
cation is included, checl: also in the space marked ™Maixed". Specify under

the Leading of "Special® any wmsual security classification identifications,

Item 17 ~ Records Value. Check the appropriate box to show the reason
for retention ol the 1ile series, whether the documents havs administrative,

fisoal, historical, legnl, researoh, or mercly reference value. If none
of hese apply, checl: the space marked "other',

Ttem 18 - Record Charncterr, Chock the box to show whather the file
series Is record or non-record, as defined in paragraphs 2a and 2b of

Attechment A to CIp and. a8 discussed further in paragraphs

3o, through %d of the same Atiachment. If the record character remains in
doubt, checl: in the box marked "undetermined".

Ttem 19 ~ Vital Records. Check the propsr box to indicate whether

the file series lias been dzsignated as Vital Records, is under consideration

for designation, has béen determined not to include Vital Records or its
status is undeterminad, T

Ttem 20 - Bxbont of File Dup.liic‘a'ti'bn. Check the appropriate box to
indicate duplication of Tthe rile series, Fill in the location of files
of exact copics if kuown.

Ttem 21 - Fré'qu‘eﬁ'cy ‘ofi'U'sve. Cheeck the proper box +o show the relative
activity ol tho file Series. ACtivity is based on the number of references

per month required under normal operating conditions, or the number of
additions which mai't be made to the file series monthlye. Inactive files
may be either those on wich actions have beewn completed or a backlog of
work on which active work hes not yet been undertelen., In cither case,

inective files may be suitable for storago. Semi-active files are not used

daily by the collective office, and are usually suitable for transfer +to
storage, provided that the number and comploxity of searches will permit
transfer,

Item 22 - Recommeuded Disposition. Show, to the best 6f your nbility
by checking the proper box, whet disposition of the¢ file series is recom=
mendeds  Fill in the estivated uge in mouths or “yeers when the file series
should be trsnsferred to agsney storage or destroyed, These transfer or
destruction dates do not muthorize transfers to storage nor destruction
of records but will aid in the scheduling. of transfers and in establishing
retention periods as provided by law,

Item 23 - R;e'com:e‘n‘ding‘ O‘fi‘icials. Enter here the names of officials
recommending the transiir and robention periods under Item 27

. =b-
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CENTRAL INTELLIGENCE AGENCY
Washington, Da C,

Noftem 6 April 1950

PN

SUBJECTe? Abtendance.ol CIA Employees at the Ceremonies in Tribute
to Gabriol Gonzalez Videla, Prosident of Chilee

1. The following, memorandum from the White House, dated 3
April 1950 is quoted below for’ yéur informations

" my R IERE
THE WHITE HOUSE Washington

"TO IME MEADS OF EXECUTTIVE DEPARTIENTS AND AGENCIES

"Ceremonies have béen planned to pay tribute to His Ixcellency
Gabriel Gonzalez Videlm, Prosident of Chile, who will arrive in
Weshington April twelfth, for +the purpose of meking an official visit
to tho Unitod Statese

"His BExcollency will résch the lational Airport at 3:00 Pl, EST,
on Wednesday, April twelfth, where thors will be a briefl ceremony, .
Aftor. crossing the Memorial Bridge and rounding the Lincoln Memorial,
he will procsed elong 23rd Street o Constitubion Avenue (expected to
arrive at Constitution Avenue at approximately 3:;15 Pi), oast on Con=
stitution Avenie to 12th Street, north on 12th Street to Pennsylvania
Avonue, wost on Ponnsylvania Avenue to the Districth Building at 14th
Streot and Pemnsylvanie Avenue, whore he will bo officially welcomed
and presentedwith the key to the City of Washingtone. He will then

continue along Pennsylvanie Avenue to 15th Street, north on 15th Street
to Tennsylvania Avenuo, west on Pennsylvania Avenue to the Blair Houso

"It is desired that as meny ag possible of the government employees
oxbend their greobings to President Gonzalox Videlu. For the accomplish-
ment of this purposo, President Trumen has indicated that the Heads of

the degertments and agencios shall excuse from work those employoes

whose services can bo spared, with-out charge to anmual leave, for such
tine as is roquired 4o groet President Gonzalez Videla on April twelfthe
Thuge members of the Nahi mal Guard participating along the route to be

tekon by the Presidomtinl party will also be excused fron duty with-
out charge to annual leave at an hour early enough to pormit them -
arrive in uniform at their appointed stations.

/S/ DONALD §. D.WSON
Ldministrative Assistant Ve
to the President™ :

2o All empluyoes whose servicos can bo apared without unduly
impairing the operati:ns of the »flico concerned, may be excugéd at

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7
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5:00 PM for such timo as is reqﬁirod for the accomplishment of thig
purposve

FOR THE DIRECTOR OF CENTRAL INIELLIGENCE:

25X1A

Executive

DISTRIBUTIONs ALL CIA ENPLOYEES
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CRATVAL TalWITI0NNCE ANRNG
Lesaugbon, Do C.

25X1A ROT IO % April 1959
STHBIECT:  Leave on Good Friduy,
the Dircebor desicue that all vnployess who wish %o atiend
religious servic.s oa Good Friday, 7 april 1950, be prrmitted te de

§0, to the extent commensur-to with mecting osseutial opsrotionnl

requis emenuts.  Sup

imors wWill sroange wort sohudules to pormit the
maximum number of exployess to Lo shaunb.  ibzeros during working
hours for this purposs will b charg.d to amnunl loave,

purg £
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25X1A

Lo L 25x1A

Sxeeutlive

; DISTRIBUTION: LALL CIi BIFLOYRELS

i <
i Yy
: ¢!
L . i
H .
: Lo
Rre : o s,
! b
: s
d 1 Ay
; ! E
¢ i
i
i
i .
B :
4 £
{

PR AR SO P e




25X1A
Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7



s
Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7

RESTRICTED
CENTRAL INTELLIGENCE AGENCY
Washington, D Cs

NOTICE 13 March 1950
25X1A

SUBJECT: Visiting Nurse Service

l. Visiting nurse service will be provided as indicated below
during normal workdays:

ULt Building Room Noa 1035 0830 to 1630 hours

1 Building Room No, 1259 0900 to 1015 hours

Rosslyn Room No. 22 1100 o 1130 hours

25X1A T oo . 2o 0930 to 1000 hours
Central Building Room No,. 107 0830 to 1700 hours

Building # Room No, E-21 On call~ Exte 2300

Auditorium Room Noe None On call~ Ext, 2300

25X1A ~ I Room No, 1A118 On call~ Exbt. 2300

2o In case of serious injury in line of duty or any Medical
Emergency between 0830 and 1700 hours, call luctension 2300, 2286,
or 2691 immediately.

3¢ The above schedule and nurses!hours are subject to change
as the need arises,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Executive

DISTRIBUTION: ALL CIA EMPLOYEES

RESTRICTED
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

NOTICE 16 March 1950
SUBJECT: Emergency Medioal Treatment,

1. Emergency mediocal treatment for injuries suffered in line of
duty or for any medical emergency mey be obtained during 0830 hours
and 1700 hours on normal workdays by calling Extension 2300, 2286 or

2595.

2o [Emergency medical treatment for injuries or medical emergency
suffered in line of duty during hours other than indieated in paragraph
1. above may be obtained at the Providence Hospital, 2nd and D Streets,
3.E. Form CA-16 is required which should be cempleted prior to report-
ing to the hospital or as soon thereafter as possible. All building
guards maintain a supply of the form.

3. Ambulance service may be obtained at the Garfield Hospital,
Ambulance Division, phone ADams 7500, Caller must indicate the request
is for a compensation case.

FOR THE DIRECTOR OF CENTHAL 1N [BLLIGENCE

25X1A

r’

Exucutive

DISTRIBUTICN: ALL CIa EMPLOYEES.
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CENTRAL INTELLIGENCE AGENCY
‘ Washington, D. C,

NOTICE 13 March 1950

25x1A

SUBJECT: Chest {-Ray Swrvey

le A yearly X-Ray service is available to all employees of
this Agency and is conducted on a rotational basis. ALl X-Rays
will be taken, analyzed and recorded in the Medical Division.
Personncl should not make inguirics by +telephone relative to X-Ray
results. Ghere circumsbances so merit it, the Medical Division will
contact the particular individual.

2s mployees who have had a chest X-Ray within the last six
months will not be eligible. This ruling does not apply if the
employee has been exposed to Tuberculosis during that period. Such
ind*viduals are encouraged to report to the nursing section, Medical
Div.sion, Central Building, so that proper follow up can be initiated.

3¢ An advance notice of one day or more will be given each
office or activity of CIA, indicating the date that X-Ray service
will be avallable, The office or activity will be responsible for
the preparation of rosters, including time and date of appointment
for the employees desiring this service, and for scheduling them
viithin the limits of time set by the Medical Divisions A copy of each
schedule must be forwarded in advance to the tledical Division.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE :

DISTRIBUTICH: ALL CILi4 £1PLOYIES

L Approved For Release 2001/03/30 : CIA-RDP81-—00728R0001'00110005f7_
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CENTRAL INTELLIGENCE AGENCY
25X1A S -"‘.:'Iash}.ngton, D,‘ Ce

9 March 1950
SUBJECT: Medical Care of lilitary Personnel and The'ir Dependents

les Medical care and service available during regular duty hours
Monday thriough I‘rldav, \rl’c.h the exception of nol:l.days, include the
following: )

2e Sick call will be held every morning between the hours
of 0830 and 0930 ILD. the Dlopenuary, Central Bu:.ldlng.

be Military porsonnel reporting to the Medical Division,
will identify themselves as such, to the Medical DlV.LSlOIl recep-
blomst for proper referral and recording, :

.'-, "Out Patient Serv—J.ce" is avallable only durmu regular
working hout‘s. :

. de Emergency treatment is avulable at any time during
. normal duby hours,

e. houpJ_ta_Luatlon and specialist care, if requlred in
the judgement of the medical officer s Will be arranged for and
appointments made by the Physical Qual"flcabmns Branch, Medical

 Division, :

2. Emer gency gervice, treatment or hospitaliaation, after regular
hours of duty, week-ends and hol:.days. , .

ae Army and Air borce pemouncl requiring brua‘oment f or
themselves or their dependents, will report to the Army or Air
Force Installation closest to théitr'home and in accordance with
the Zoning Instructions conbalned in War Depi.. liemo. . Noe 110-505-2,
dated 12 March 1947

f (1) Walter Reed Zone:

(a)  Telephone GEorgia 1000, Extension 1.

L (b) Region served, Area hounded on the west and
south by the Potomac River; on the south and east by the
Anacostia River and the Defense Highways and, on the north
by a line drawn on a ten mile radius from the Army Medical
™ Centers

(2) Fort Myer Zonec:

(a) Telephone CHesLnut 3000 (ask operator for "Out
Patient Cl:m:Lc") ~

Approved For Release 2001/03/30 : CIA-RDP81-00728R00010011 0005‘-7‘, :
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(b} Reglon servedi Area bounded on the east and
north by the Potomac River; on the south by a line extending
through the tovms of Snoviden, Gum Springs, Laurel Grove
and Garfield; and on the west by a line drawn on a %en mile

_radius from For't Myer.

(3) Bolling Ficld Zone: _
(a) Telephone FRanklin 9000, Extension 4211,

(b) Region served, - Area bounded on the west by
the Potomac River; and, the Anacostia River and the- Defense
Highway and on the south; and, east by a line drawn on a
ten mile radius from Bolling Field, ‘

* (4) Fort Belvoir Zone:
" “(a) - Telephone TEmple 7400, Extension 15.

(b) Region served,  Arvea bounded on the east and
south by the Potomac River 5 on the north by a line extending
through the towns of Snowden, Gum Springs, Laurel Grove
and Garfield; and on the west by 2 line dravn on a ten
mile radius from Fort Belvoir.

be Army and Air Force personnel having received emergency
treatment, hospitalization or assigned to quarters will report
such information or if that is not practical to have.it reported
to the Physical Qualifications Branch on Bxtension 2692, the
next day of duty, ‘ ' '

. Ce All persomnel will report releasa Trom hospitalization
or from quarters to the Physical Qualifications Branch on Extern-
sion 2692, whether assigned by the CIA Medical Officer or as a
result of omergency gervice assigned by a medical officer of a
particular military medical institution,: -

de  No one will be placéd on “quarters" without proper
- authorization by a Service medical officer. .

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

aptain, USN
Exccutive

DISTRIBUTION: ' A :
ALl Military Peérsomnel
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

NOTICE : ' 7 March 1950

SUBJECT: CIA Seal

1. An official Central Intelligence Agency Seal has been
approved by the President and announced in Executive Order No.,
10111 dated 17 February 1950. A facasimile of the seal is repro-
duced on the reverse of this Notice.

2, All design suggestions received in responge to CIA Notice
were carefully reviewed and submitted to the National
eraldlic Divieion, Department of Defense y Tor final determination
as ‘to appropriateness and suitability. In view of the fact that
the approved seal included ideas of a number of the suggestions
submitted, no cash award could be made under the Employees Sug-
gestion Program.

3. The Director extends his appreciation to all participating
employees for their generous response to his request for suggestions.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Executive

DISTRIBUTION: ALL CIA EMPLOYEES

RESTRICTED
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CECTUAL [HTWLLLCANCT AGENCT
Weshington, D. C.

25X1A NOTLCW ‘ 20 February 1950
SUDJECT s Application for Wor Prisoner and Internee Benelits.

<lo The War Claims Act, 1948 (Public Law 89 96, 80oth Cong:,rev”)
provides for the payrent of certain benefits to: (a) members of the
uwllitary aad naval forces of the United States who were hcld prisoner
of wear Ly an enwfy' gevermment; (b) civilian United States citizens
ca.uuf"d d _1 ‘1"nor1 b'v thr»z J e Covernuent or who went inlo
hidds i ut by the Jupanese Government;
(c) sevivors of G Iuﬂuo .]HuLLu.LGd in (a) and tb) above,

2o Ulaims wuder the Act mush be filed prior to 2 sarch 1951,

e Imnlogecs el le for bensfits wunder this Act may obtain
application forms and informaticn frow tiae Headauarters Detachment,
Room 116, Torth Builddii.g.

FOR THE DIRICTOA OF ConiliAL [WTWLLIGE!CE:

i axecutive

FLBULLON:  ALL CIA EMPLOYEIS,

LG TRICTED
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RESTKICTED
CENTRAL INTRLLIGENCE AGENCY

Washirgton, D. C.
25X1A ‘

SUBJECT : Notary Iublic Service.

Lo3CISSION: Notice No .- dated 27 February 1950,

In order to meet the official necds of the Agency and, in addition,
to assist CIA employees in obtaining notarial service, the following
named ClA employees have been designated to administer such oaths during
regular working hours. This service will be provided witheut charge and
in accordance with the terms of their comnissions as Notaries Public:

NAME . ROOM BUILDING

—

1. cieeenes 207 ......2210 E. St

n

Ceeersen 207 L,00.2210 E. St

ceeannes 112 .., .. .South

.

seveneas 1301, ..., MY

Ut = G

FOR THE DIRECTOR OF CENTHAL IHTELLIGEHCE:
25X1A

DISTRILUTION: ALL CIA EMPLOYE:S.

KESTRICTED
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RESTRICTED

Pty

1
. /(Z, e gt aﬁc;, ;/ ’
CENTRAL INTELLIGENCE AGENCY e,

Washingten, D, C, “”//ﬂr// G

#

27'February ;950
25X1A

SUBJECT: Notary Public Service

In order to me«t the of'f'icial needs of the Agoncy and, in addition,
to assist CIA emplovees in oblaining notarial service, the fellowing
named CIA empleyces have been designeted to administer such oaths during
regular working hourse This serviee will be provided without charge and
in accordance with tlie ‘torms of their commissions as Notarics Publis:

AN ROON . BUILDING

1. fecerrraiiis 207, 000ees 2210 BE. St
2. _c'.fnnnuo..u-t 207"""’? 2210 E.. S‘bo
25X1A _ '
9‘ *r 03000 ass 295...;--0 Sou‘bh 25x1A
5. teessresvnne 170%5.04.4., NN
6. L R N N N R 1067-fv=o' ”L"
7. trecevenenss 205100, "Quelt
\5. LR I TR R lOO..-.-.f C'en’cr'al
9. reeseneinoas 10890...,. W
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE :
25X1A
Capvain, USK
Bxecutive
DISTRIBUTIQN: ALL CIA EMPIOYEZ
RESTRICTRED
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Approved For Release 2001/03/30 : CIA-RDP81-00728R0001001 10005-7

RESTRICTED

CENTRAL INTELLIGTNCE AGTNCY
Vashington, D, C,
25X1A

SUBJYCT: TFormatien of a Naval Reserve Unit - Activation Date,
REFARENCE: Notice Nco-

loe Inline 2 of paragraph 1, reference Notice, change
the date from Tuesday, 21 February 1950 to Menday, 27 Ferruary
1950,

20 Thils change is necessary hecause Capta—
advises he is unable to attend on the date originally set,

25X1A

FOR THT DIRTCTCR OF CRNTRAL INTELLIGENCE:
25X1A

Captain, USN .-
+  Executive

DISTRIBUTION: ALL CIA WMPLOYEES

RESTRICTED
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25X1A

SUBJECT & Writing of Dabes within CIA.

REFERENCE:

Approved For Release 2001/03/30 :-CIA-RDP81-00728R000100110005-7

CENTRAL INTELLIGENCE AGENCY

Washingbton, D.

dated January 1948.

c.

17 February 1950

Chapter I, Paragraph S.a., CIA Correspondence Manual,

1. Reference requires that within CIA dates be writbten in the

2, DNoncompliance with this directive by vorious CIA units is causing
confusion within the Agency and attention is directed to the reference for
strict compliance.

FOR THE DIRECTOR OF CENTRAL INIELLIGREWNCE:

DISTRIBUTION: A.

Captain, USH

day-month-year form, i.e, 17 February 1950, It forbids use of skeleton
style 5/1/504

25X1A

/i

Ixecutive /

Approved For Release 2001/03/30 :
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L0

CUWIRAL IRTELLIGENCE AGEJCY
Waslington, D. C.

25X1A

- | m l“cbruar.v 1950

SUBJRCT:  PFormation of a Naval Reserve Uuit.

1. Jomposite Unit W-1l4 of the Naval Reserve will be achivated under
the Fotomac River Nawval Commend on Tuesday, 21 February 1950, Wembership
will be limited to Maval Rescrvists currently ewployed by the Central
Iateliigonce Agency. The activation meeting will tale place between 1730
and 19%0 hcurs on the above date in thé anditorium of the Department of
State, 21lot Street and Virginia Avenue, H.W., Washihpton, D. C.

&, Tho Agency welcomes the acbivation of this Waval Reserve Unite
It is anbicipated that its benefits will include (a) maintenance of an
active status for many Reservists who might otherwise be relegated to
inactive status because of civil employment by the Central Tutelligenoce
Agerey; (b) provision of a training program which will enhauce the broad
value of the Resurvists not only to the Havy but to the Central Intelli-
pence Apency as welly (¢) provision of a recopnized Nevel Reserve Unit
whico can coopernte with other CIYA reserve orgunizations on problems of
interservice coordination of' particular concern to the Central Intelli-

gence Agency.

3, The prossective Commanding Oificer of the Unit, (N 25X1A

25X1A has requested that all employees who now have or who

are eligible for any Neval Reserve status be notified and cordially

invited to attend the activation meebing. Capbain E. D. Graves, USK,

Director of laval Reserve, PRNC, Captain W. L. Gates, USNR, and scveral

obhoer officers on the Stalf of the Comrandant, PREC, will be present and

will give aubhoritabtive answers to gu=stions pertaining to the Naval

Reserve. As guest speaker, Capbein James 1, Van Zandt, USHE, has beon

invited to speak on Wuval Reserve matters. Captain Van Zandt, as United

States Rerresentabive from the State of Pennsylvanis and as Brigsde Com- 25X1A

mander oi the Volumbeer Units, PRNC, has long btaken an acbive intsrest in
the Naval Reserve and is extremely well-gualified ‘Yo speak on the subject,

‘ L. Civilian dress will be apiropriate,

FOR THY DIRECTOR OF CENTRAL IHTELLIGENCE: »y';{

25X1A

Captain, USN
Executive

DISTRIBUTION: ALL CIA EMFLOYELS
RESTRICTED
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CENTRAL INTELLTGENCE AGENCY
Vashington, D, C,

NOTICE 20 February 1950

25X1A
SUBTECT: Presentation of Awards for Employee Sugyestions
le On 9 February 195'0, the Director personally presented awards
to two employees who had submitted meritorious supgestions, The
employees and their awards are:
~ Certificate of Award and $6k .40
25X1A #hol

- Certificate of Award

2o The suggestions which have been adopted will save the Agency
approximately 31,845,00 annually, In addition, certain intangible
savings have been realized,

3. During the past six months s twenty-one employee suggestions
were received. In addition to those adopted, eleven were not adaptable
and the balance are under considerstion by the Committee on Awards for
Meritorious Buggestions,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

DISTRIBUTION: ALL CIA LMNPLOYLES

" Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7




25X1A
Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110005-7



Approved-For-Release 20 01/03/36--CtA~RDP84-00728R060100440005-Z . mwrvercimmsr

CENTHAL INTELLIGENCE AGENGY . : 25X1A
Washingbon, D._C.. -

25X1A NOTICE

2% January 1950,
: s i
SUBJECT: *Voluntary Contributions. B ; 4JZM1/

VA ¢

'\‘ o \_.‘.: !

7

1. In the next few months, various national and local organizati
will meke direct appeals to the people’ throughout the Govermment for
financinl support in carrying oubt théif‘programs of safeguarding and
improving the lives of thousands of men, women and children in this and
other comrunities throughout the nation. :

2o - Past experience has shown that these services have been most
effective in providing social and recroational services, insurance against
privation and juvenile deliﬁquency, as well as sickness and accident pre-
vention, B : g

3. * In order that vou will have sufiicient information concerning the
objectives of these organlzztions, and the types of service rendered the
community,. the following information is provided: < :

8s The Metropolitan Police Boys Club is a community organization
which conducts: a membership drive yearly to- finance seven boys clubs
and suminer camps for less fortimate youngsters of Washington, The
money obtained from these campaigns mekes it possible for more than

17,000 boys to participate in clean recreational actbivities and to

bscome strong American citizens, To finance this worthy cause, the

campaign committee has sét for its 1950 goal, & tobal of 150,000

memberships. Various types of memberships are available to the

public with dues ranging from one dollsr to one’ hundred dollars

annually, The campaipgn started 3 January and will continue through
the early part of Pebruary. '

be The Arthritis and -Rhewnatism Foundation drive for money ‘to
fight rheumatic diseases 1s & now campaign, but when it is realized
that nrthritis sufferers outnumber all victims of cancer, diabetes,
heart trouble, and tuberculosis cofbined; the need for funds is self-
evident. . : : : ’

“The‘Foundation'G,gbal feor 1950 is 2,000,000 dollars to be
used for vastly expanded research, hospital beds and clinics, nation-
wide public education to halt the progress of the disease, ‘and retrain-
ing and rehabilitation for nearly a million permanently disabled
arthritis victims,

The cempaign began 1 Januzry and continues through 31 January.
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¢, The National Symphony Orchestra Association was incorporated
in December 1971, under Ghe laws. ol tho District of Columbin, as &
misical, educational and non-profit corporntion,

Anaual Membership in the Association is composcd of those
who contribute 25 dollars or more to the Sustaining Fund Drive.
A contribution of ten dollars entitles the contbributor to un Associate
Membershipe It is felt that all serious music-lovers will want to
contribute in order that the Wational Symphony Orchestra can continue
to grow and improve as it has shown itself capable of doing in recent
years, :

do The C'rippllod Children's S‘ooiel‘oy Drive beging 15 Foebruary and
ends 1 Morch. Tho Society is a national orgonization devoted to the
cause of caring for afflicted children and equipping them for later
life.

@e The Narch of Dimes is o well-known couse; its goal is to
stop the spread of Infantile paralysis snd provide breatment and
rehabilitation for those now alflicted. The campaign began Uy
January ond will continue through 51 January.

fo Uhe Americ.':u'x Rod .Cross is @ nsrtional organization which
mainbaing relations with Of other Red Cross socicties throughout
the world. It serves the armed forces obroad and ot home. It
functions os the notionnl reliel agency when disuster strikes,

It promotes hcalbn and safuby through its first »id and accident
prevention, nursing, and national blood progroms. The campaign

for funds of this organization will be carried on through the month
.of March., Sixty-seven million dollar's will be required to carry on
the worth-while work of this activity. The goal for the Washingbon
Metropolitan Area is 1,039,000 dollars.

ge The American Cancor Socieby is n nabtionnl organization
gstablished To conduct resecarch, promote education and furnish
surveys to find the cause and cure for cancer, to educate the
peoplc o sec their doctors upon the first danger signals of the
disease, and to promote in general such suthentic snd aoprovcd
projects as will help bring concsr under control,

The finencial drive of this socieby will talke place during
~ the month of April. The goal of the compaign is to obtain a contri-
bution of one dollar from each Government employee. Sixty per cont
of each dollar contributed will rcmain in this community to promote
. the study of cancur control, 25 per cent will be usod for resecarch,
end 15 per cent will be devoted to educational and administrative
work.

-2-
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L Although it is approciated that bhe personnel of this Agency
have responded time and tiue again to thesv vorious causes, it is
belivvéd that the worth of the current campeigns is cloarly evident,
and it is thorelorc urged that everyone contribube according to his own
personal financial situwbion, Koyworkers in eaoh Division will be availe
able to receive voluntary contributions for the above-named causes,
Contributbions to these chariteble organizations mey be counted as allowsble

deductions on nextb y2ar's income tax returns,

25X1A

Re He GILILEWAOETTER
Roar Admiral, USN
Diroctor of Central Intelligence

DISTRIBUTTON: ALL CIA EMPLOYEES.

Release 2001/03/30 CIA-RDP81-00728R000100110005-7.
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CENTRAYL INTELLIGENCE AGENCY
Washington, Ds C.

NOTICE - 18 Jnnuary 1950.
I
SUBJECT: Community Chest Fodoration Campuoign Roturns.

l. The following lott-r rddressed to the Director of Central Intol-
ligenco is quoted for 1h s infermetion of all concernoed:

"Now that tho o mpaign for the Community Chest Foderation is
over, I want to o::priss to you personally and through you, to
your fine workers, .- thanks for the loyal and thorough support
that you gave mo g clnirmen of the Government Unit in connection
with this wortiwiile community ondeavore

"You will be, gie¢ to know thet the Government Unit in this
campaign has wnd aloved appfoximately 95% of its assigned quota,
raising the sur. of §$1,503,983,05 which reflects the giving of
214,052 employises in uth tho Fedoral and District Governmentse.
While reclizing we dir. mot juite reach our goal, I think this
iz o gratifyir.g achios smant and all those parbicipating deserve
congratulatioris,

"From ther last reoturns beforas mo, your Agoncy has contributed
the sum of $i45,473.84 £or the 21fts of the members of your Agoncys

"Fow of {ho thousards ¢f boneficiaries of tho fund in tho
lational Calrital Area or.: in o position tc oxpross their pgrati-
tude for jyour offorts in Sheir bechalf. However, our satisfoce
tion comcs from tho sons? of a job woll dono and in the knowl~
adge thob vre have contribu so¢ our part tn sbrengthen the com-
munity in *vhich we live, 3y our efferts wo have made it a bot-
tor plnco ir which to live, and have helped to alleviate the
distress ¢ nd sulTeriag of icme of our less fortunate neighbors.

"Thenking you, I an
Sincorely yours, ) H»"
I
(signed) MAURICE J. TOBIN' /' \ |
2, The Di: cctor wishes to expcess his approcintion to nll those
who helped moke CIA's contribusion to the Community Chest Federation

such 2 gar.erous onoe

FOR THE DIRECTOR OF CENTRAI INTEILLIGENCE:

. DISTRIBUTION: All CIA Employos:. ‘ )
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RESTRICED

CENTRAL INTBLLIGENCE AGENCY
Uashingten, D, C.

NCT.ICE 10 January 1950
SUBJECY:  Amendment to Civil Service Retirement Systom

1. Information comtained in the atbached sheet has been reccived
from tho Retirement Division of the U, 8., Civil Service Commission,
and is furnished for attachmeht to your copy of Stondard Form No. 105 s
"ertificate of Memborship in the United States Civil Service System',

2. The amendment of 30 Seplember 1949, is an important change in
the Rebirement Act. It liberalizes the survivorship feature of the law
in two respects; (1) it gran%s a married woman the same privilege at
retirement in giving her widower an annuity upon hor death as was granted
the married mole employec in providing for his widow under the Act of
28 February 1943; and (2) it increascs the annuity payable to the retiring
employee who elects this type of bencfit by providing that the reduction
on the first 1{51,500 annuity shall be five per cent instead of the former
ten per centy

3. IT you have not previemsly received Standord Form Mo, 105 ,
your afipy mn¥ be_obtained fram the Personnel Div.oloa, Ldainistrative
Steff, or, the Employees Divislon, Special Support Staff,

IFOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

Lxccutive
ATTACHMENT:  Supploment

DISTRIBUIION: ALL CIA BEMPLOYEES

RESTRICTED
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1, Insert in
See, II, line 6

2, Substitute for
Sec. V, par. 2(a)

3. Omit from
Sec. V, par. 3(b)

4o Add to
Sec, VI, par, 2

5, Insert in
Sec, IX Note

IMPORTANT' —~ ATTACH

SUPPLEMENT

to the
CERTIFICATT OF MEMBERSHIP
in the

Civil Service Retivement System

Reagon for change
Establistment of the
Aiy Torce as an in-
dependent bhranch of
the military service,

The words "Air Force" between the
words "Navy" and "Marine Corps",

Widow or widower survivor-annultant ,— Passage of Act.of
As @ married employee retiring for Sept, 30, 1949,
any reason, other than discontinued which liberaliced
service after five years, you may take the survivorship
a reduced annuity and thue provide an foabture of the
annuity for your widow or widower upon Retirement Act,
your death., Your named survivor will

recelve the annuity ab age 50, or

immediately upon your deabh if he or

she 18 already past age 50, and it will

continue until death or remarriage.

Jour rate of* annuity will be determined

by reducing (1) the first $1,500 of the

full rate due you by five per cent, (2)

any balance over that figure by ten

per cent, and (3) the full rate by threc-

fourthg of one per cent for each full

year your wifc or hushand is under age

6C at your retirement, the total reduc-

Lion not to exceed 25 per cent of the

fvll rate. Your survivor!s rate of

armuity will be ons-half of your full

rate,

Theodause "excluding any part of it Adoption of regula-

purchased by voluntary contributions”, tion permitting a
rebiring ocmployee
either %o usc all
of his voluntary
contribution account
for his own annuity
or to share it with
a named survivor,

Should you eleet to share your volun~ Same as 3,
tary contribution account with a sur-
vivor-annuitant, this purchasable
gmount will be further reduced in
accordance with the table shown under
Sec, V-3(nh),

The word "generally" between the Same as 3,
vords "ig" and M"excluded',

THIS SUPPLIMENY TO YOUR CERTIFICATE OF MEMBERSHIP
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RESTRICTED

CENTRAL INTELLIGENCE AGENCY
‘ Washington, D. C.

NOTICE 5 January 1950
SUBJECT: Rescission of CIA Notices

1. All previously published CIA Notices are hereby rescinded and
will be destroyed in accordance with security regulations,

2. Information which was originally published in CIA Notioces, and
which continues to be effective, is being issued in the form of Adminis-
trative Instructions.

. CAHIIEEEEEEEEE ;- 10 June 1949, contains information
of continuing applicability which is republished below:

8. No application of the provisions of +the CIA Act of 1949,
Public Law 110, 8ls+t Congress, will become effective until the
official publication of apuropriate reguletions prescribed by
the Director of Central Intelligence.

be Regardléss of any authorities included in the Act re=-
ferred to above, the published regulations of CIA now in effect
will continue to govern GIA administration and operations,

FOR THE DIRECTOR OF CENTRAL INTRLLIGENCE:

25X1A

DISTRIBUTION: A.

RESTRICTED
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